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INTRODUCTION 

 

The Thomas Coram Centre opened in 1998 and is a partnership between the London Borough of 

Camden and the charity Coram.     

We provide:- 

 Fully integrated early education with care for children  

 Support for parents and carers 

 Access to children and adult health services 

 Access to training and employment opportunities 

 Support for early years practitioners 

 

 

The campus that the centre is situated on has been a special place for children since the middle of 

the eighteenth century when Captain Coram opened the Foundling Hospital.  

The Thomas Coram Centre is a Nursery school and has a governing body consisting of representatives 

from the parents, staff, local authority health, social care, campus and the Institute of Education. 

This body is responsible for staffing issues such as the staffing structure and the appointment and 

recruitment of staff. 

 

Our work is based on the belief that the early years of a child’s life are really important.  

During the first five years much of children’s life time learning takes place. 

This is the time when attitudes are shaped, first relationships formed; concepts developed and the 

foundations for later learning made. 

 

Aims 

 

Our aim is to support the learning and development of each individual child and to provide a secure 

learning environment, which enables children to be: 

 respectful of themselves and others  

 happy and confident 

 independent and interdependent  

 compassionate and caring 

 tolerant and patient 

 curious and creative  

 appreciative and appreciated  

         We want to:  

 provide a safe, secure, stimulating environment which embraces all children and values their race, 

gender, age, disability, culture, class and religion 

 value all children as individuals and appreciate their uniqueness  

 parents and carers as the primary educators of the child 

 have high expectations of ourselves and the children  

 value the wider community as a means of adding to the richness of our curriculum and centre   

 

About the campus 

 

The centre is part of the Coram Community Campus. The campus consists of a range of voluntary and 

statutory organisations who are working together for children and families. 

Apart from the nursery they include: 

 The Headquarters of Coram -   a charity that  provides support for vulnerable young  people 



 3 

 Coram Adoption Unit -provides adoption and fostering services 

 Coram Children’s Legal Centre    - provides legal advice on all areas of family, child and 

education law, as well as immigration, asylum and nationality law  

 Coram Life Education- provides workshops  to promote children’s health and wellbeing  

 Coram Creative therapies- provides art and music therapy 

 The Drug and Alcohol court -   run jointly by Coram and Tailstock and Portman NHS 

Foundation Trust, to help parents stabilize or stop using drugs and /or alcohol and, where 

possible, keep families together. They also undertakes parenting capacity assessments in legal 

proceedings.   

 Family Care Trust - support for families and childcare. 

 Collingham Gardens  a parents’ managed nursery for 2-5 year olds 

   

EQUAL OPPORTUNITIES 
 

We are an equal opportunities employer and the governing body has adopted Camden’s Equal Policy. 

We seek to reflect the rich cultural, religious and linguistic diversity of our community in all aspects 

of our work, including resources and community festivals 

 

All staff will: 

o promote an inclusive and collaborative ethos in their key group and in the entire centre 

o challenge prejudice and discrimination  

o deal fairly and professionally with any prejudice-related incidents that may occur 

o plan and deliver curricula and lessons that reflect the school’s principles, for example, in 

providing materials that give positive images in terms of race, gender and disability  

o maintain the highest expectations of success for all pupils 

o support different groups of pupils in their key group through differentiated planning and 

teaching, especially those who may (sometimes temporarily) find aspects of academic learning 

difficult 

o keep up-to-date with equalities legislation relevant to their work. 

 

Any prejudice-related incidents should be reported to the Head of Centre (Perina Holness) or in her 

absence the Deputy Head teacher (Jan Stillaway)  

 

A copy of the equality policy and plan is displayed in the staff room. 

 

SAFEGUARDING 

 

Duty of care 

 

The welfare of the child is paramount. It is the responsibility of all adults to safeguard and promote 

the welfare of children and young people. All staff owe a duty of care to the children. To take no 

action, where the outcome is that a child injures him/herself, or another, including staff, could be 

seen as negligence. The duty of care is in part, exercised through the development of respectful and 

caring relationships between adults and children. It is also exercised through the behaviour of the 

adult, which at all times should demonstrate integrity, maturity and good judgement. 

 

 

 

 

http://www.tavistockandportman.nhs.uk/
http://www.tavistockandportman.nhs.uk/
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Camden’s Safeguarding Policy  

 

We follow Camden’s Safeguarding Children Policy and Procedures. All staff must ensure that they have 

read ‘Keeping Children Safe in Education’ Part One (and Annex A). 

Safeguarding covers a broad agenda and aims to achieve the following: 

 protecting children from maltreatment 

 preventing impairment of children’s health or development 

 ensuring children are growing up in circumstances consistent with the provision of safe and 

effective care 

 undertaking a role so as to enable children to have optimum life chances so they can enter 

adulthood successfully. 

 

Safeguarding is a preventative agenda that helps children to achieve their full potential regardless of 

negative factors such as poverty or social exclusion by providing services and support to overcome 

barriers to achievement. We will safeguard and promote children’s welfare by focussing on 

preventative actions and services so that all children are able to fulfil their potential. 

Recent guidance also explains that where a member of staff discovers that female genital mutilation 

(FGM) has been carried out on a girl under the age of 18, (or may be carried out) he/she must report 

this to the police. 

The guidance explains what staff should do where they have concerns about another staff member 

(including the Headteacher) or the school’s safeguarding practices. Staff should speak to the DSL 

(the Head teacher, Perina Holness) or in the case of a concern about a member of the Head teacher  

to the Chair of Governors who is also the governor  with responsibility for Safeguarding Tegan 

Morrison (Tegan’s contact details are available on request from the school office). 

 

The Prevent Duty  is the duty in the Counter-Terrorism and Security Act 2015 and demands that all 

school- based staff have due regard to the need to prevent people from being drawn into terrorism. 

 

DBS update check  

 

Since a DBS disclosure is a ‘snap-shot in time’, Camden operates a rolling programme of further checks, to 

be undertaken usually at three-year intervals. 

 

This check is in addition to the requirement of every member of staff to make the Council aware of any 

offence they are charged with, or criminal conviction, bind-over or caution they receive during the course 

of their employment, in line with the Code of Conduct. 

 

The centre takes every opportunity to create and reinforce an ‘offender-aware’ culture.  This may include 

activities such as: 

 including a safeguarding-related objective in each employee’s annual appraisal 

 having a regular ‘safeguarding’ slot at team meetings 

 reinforcing the message, e.g. through supervision sessions, team meetings and individual 

conversations, that inaction in the face of doubt is not a neutral act and may result in harmful 

behaviours being continued. Staff are encouraged to change their thinking from ‘what if I’m 

wrong about this?’ to ‘what if I’m right and I do nothing?’  
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Acting on Concerns 

 

If you have any concerns about a child’s or vulnerable adult’s well-being you must contact the 

designated member of staff:  Perina Holness (DSL and Head teacher) or in her absence Jan or 

Marcia. Please complete the centre concerns form which is available from the office and in the 

classrooms.   

 

If centre staff become aware of any behaviour that we believe provides a strong indication that  

an individual should not be working with a vulnerable group, we always report the matter to the DSL 

or the governor responsible for safeguarding, Tegan Morrison (Tegan’s contact details are available 

on request from the school office). 

 

We also comment on any indications that an (ex-) employee is unsuitable for a safeguarding post in any 

requests to provide a reference.  

 

Child Protection 

 

Child protection is part of the safeguarding agenda that focuses on preventing maltreatment and 

protecting children at risk of neglect or abuse. Under the Children’s Act 1989, Safeguarding and 

Child Protection Team (also known as the Multi Agency Safeguarding Hub – MASH)  have a legal duty 

to investigate and take any action to protect children where there are concerns that they are at risk 

of suffering significant harm, which is defined as: 

 

Neglect: failure to provide basic care to meet the child’s physical needs, such as not providing 

adequate food, clothing or shelter; failure to protect the child from harm or ensure access to 

medical care and treatment. 

 

Physical abuse: causing physical harm or injury to a child. 

 

Sexual abuse: involving children in sexual activity, or forcing them to witness sexual activity, which 

includes involving children in looking at or the production of pornography. 

 

Emotional abuse: failure to provide love and warmth that affects the child’s emotional development; 

psychological ill treatment of a child through bullying, intimidation or threats. 

 

All staff have a responsibility to identify those children who maybe suffering from abuse or neglect 

and to ensure that any concerns about the welfare of a child are reported to the designated member 

of staff, Perina or in her absence, Jan or Marcia. 

 

All staff need to be aware of possible signs of abuse and immediately report any possible incidents to 

the designated member of staff. Please ensure that you have kept a detailed record of incidents with 

the date, why the behaviour/comment was worrying and anything the child or parent has said. If a 

problem or pattern causing concern is apparent, we will contact Safeguarding and Child Protection 

Team (also known as the Multi Agency Safeguarding Hub – MASH) for advice and guidance (0207 974 

3317) this number is also displayed in the staff room. 

 

If a child discloses to a member of staff that they are being abused, the member of staff should; 

 listen to what is said without displaying shock or disbelief and accept what the child is saying 
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 allow the child to talk freely 

 reassure the child but not make promises that it may not be possible to keep, or promise 

confidentiality, as a referral may have to be made to MASH 

 reassure the child that what has happened is not their fault and that they were right to tell 

someone 

 not ask direct questions but allow the child to tell their story 

 not criticise the alleged perpetrator 

 explain what will happen next and who has to be told using language appropriate to the child’s 

stage of development 

 make a formal record and pass this on to the designated member of staff 

 

Concerns raised by a member of the public 

 

Where a member of the public has concerns relating to the safety of a member of a vulnerable group, 

they may raise the matter by contacting the Centre. For the purposes of this document, a ‘member of the 

public’ may also be a Camden service user. 

   

Any member of staff receiving such an allegation, either by telephone, in person or in writing, should note 

the name and contact details of the person making the allegation, if they are prepared to provide this 

information.  

  

Irrespective of whether the allegation is made anonymously or by an individual who is prepared to give 

their name and contact details, a written note should be made of the report, including the date and time 

received, and the nature of the allegation.  

  

The employee should then report the matter to the designated member of staff or any other member of 

the leadership team if they are not available so that it can be properly investigated. Failure to report an 

allegation is a disciplinary offence. 

 

Concerns raised by a Camden worker (including volunteers] 

 

If a member of staff has concerns relating to the safety of a member of a vulnerable group, they should 

raise the matter immediately. The Centre has robust child protection procedures, and all members of 

staff are encouraged to follow these by raising the matter with the designated member of staff. The 

designated person will then follow the child protection procedures, or similar procedure applied to other 

vulnerable groups as required. 

 

Concerns raised against a Camden worker (including volunteers) 

 

If an allegation is made against a member of staff we will contact the Local Authority Designated Officer 

(LADO – 020 7974 6999) for advice and guidance. 

 

Whistle blowing 

 

On rare occasions parents or colleagues may express a concern or complain about a member of staff. All 

concerns are treated seriously and investigated. The aim of the investigation is to explore the background 

of the complaint and to resolve any problems. At all times the well-being of the children is our paramount 

concern. 
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We recognise that there may be circumstances where staff feel unable to raise concerns or incidents 

of malpractice within the centre environment, if they feel, there is reasonable doubt that these 

would be dealt with adequately.  

 

All staff and volunteers have a legal duty to raise concerns where they feel individuals or the centre 

are failing to safeguard and promote the welfare of children. Where it is not possible to raise 

concerns within the centre, staff and volunteers may report concerns to the following; 

 Camden’s lead officers for child protection or safeguarding where there are issues regarding 

the welfare of a pupil- MASH – 020 7974 3317  or out of hours on 020 7974 4444 

 Camden Council’s confidential and independent help-line for protected disclosure on 0800 374 

199 where there are issues regarding the schools overall procedures around safeguarding. 

 

Staff, volunteers and members of the public are also at liberty to contact OFSTED whistle blowing 

line on 0300 123 3155 if they have any concerns about the centre. 

 

 

First Aid  

 

Any accident must be recorded on the first aid forms. The child’s full name including surname, date 

of birth, date, time and details of the accident and treatment given must be recorded for each 

incident. The report must be signed by the member of staff and/ or the person who administered 

first aid and parent/career.  A copy is given to the parent/carer and another retained by the centre 

for our records.. Always call a First Aider or Paediatric First Aider to treat injured person. A list of 

first aiders should be kept up-to-date in the classrooms and the staffroom. 

 

 

Supervision and maintaining ratios  

 

It is vital that the correct ratios are maintained at all times and enhanced to meet the needs of 

particular children if necessary. Always call a member of the Senior Leadership Team if ratios are 

breached, or if you need additional help or support. 

 

Ratios:- 

 2 year olds 1 adult to 4 children [each child .250 of adult]  

 3 upwards 1 adult to up to 13 children (each child .076 of adult) 

 

Before 8.45, after 4.00 and during school holidays we use a 1:8 ratio for 3+ to provide more support 

for children attending a longer day/year (each child .125 of adult). For 2 year olds, the ratio remains 

at 1:4.  

 

During parts of the day children are in mixed age groups and the staff with them are responsible for 

children other than those in their particular room/team. 

 

To ensure appropriate ratios and supervision, we have put in place the following arrangements: - 

 Morning registration closes at 9.50 to ensure we know who is in. Children admitted after this 

time only by prior arrangement and for exceptional reasons  

 Children in each key group are clearly listed on the planning sheet.  
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 In the garden, staff should be mindful when children are using potentially dangerous 

equipment such as the climbing frame and should therefore position themselves nearby to 

support children accordingly.  

 In the garden, activities should be largely child initiated to enable all members of staff to 

monitor all the children in their care. Allowances should be made for children who specifically 

require 1:1 support, however a balance between the child’s initiated play, engagement and 

safety should be adhered to to ensure children have access to a broad and balanced 

curriculum.   

 If staff need to leave an area to go to bathroom etc, in order to maintain ratios, please call 

the office / SLT for cover if necessary. 

 To minimise distractions and ensure supervision, conversations with colleagues while with 

children should be limited to brief exchanges of vital information. 

 Staff need to be mindful that if the actions of a colleague are preventing them supervising 

the children or the colleague is comprising supervision of the children they need to take action 

even if that risks offending the colleague by telling them to stop talking and/or move away. It 

is better to offend a colleague then incur a risk to the children or leave yourself vulnerable to 

liability if an accident occurs.  

 Children are to access woodwork tools when staff assess that supervision levels are 

appropriate. This will vary during the year for example in September with a lot of new children 

starting the emphasis will be on introducing the children to tools in ones and twos under close 

supervision. 

 Children should always be in sight or sound of an adult, preferably both. Particular care should 

be taken when children are using the bathroom independently.   

 Member of staff should be in or near the bathroom supervising Kinder children before and 

after lunch and other times when a lot of children are accessing the bathroom e.g. before tea. 

Please ensure the bathroom areas are kept clean and tidy. 

 Children, who have particular needs, e.g. find it hard to listen and follow instructions, are to 

wait to the end, so that an adult can accompany them to the bathroom at these times. 

 Gate to staff lockers to be closed at all times 

 

 

HEALTH, WELL BEING AND SAFETY (See Health and Safety policy) 

 

Camden Counselling Service 

 

Most people experience times in their life when pressures mount up and it becomes difficult to cope. 

Camden recognises this, and is committed to providing employees with the help and support they need 

to balance the many demands on them. 

 

As part of Camden’s investment in the wellbeing of every member of Camden staff, they have 

commissioned the services of an organisation called Employee Advisory Resource (EAR) to provide an 

Employee Assistance Programme (EAP).EAR has access to a wide range of professionally qualified and 

experienced network of counsellors who can provide a range of specialist counselling services specific 

to the needs of the individual. The service is confidential, free and available 24 hours a day, seven 

days a week. 

 

UK number: 0800 243 458 International number: +44 (0) 208 987 6550 

Email: assistance@ear.co.uk  EAR Online Resources 

  

mailto:assistance@ear.co.uk
https://ear.powerflexweb.com/result.php?username=camden&password=employee&id=999&code=ear
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EAR’s service covers both personal and work-related issues, regardless of how complex or minor your 

concerns are. They can help simply by listening, but also by working with you to identify your 

strengths, skills and resources. As you become more aware of your resources, it becomes easier to 

find solutions and to rebuild your confidence and perspective on life. 

EAR’s service is totally confidential and they operate in line with the British Association of 

Counselling and Psychotherapy (BACP) Ethical Framework for Good Practice.  

Simply phone them on the number above, and tell them you work for the London Borough of Camden. 

 

Alcohol and drugs  

 

You must not come to work under the influence of alcohol or non-medical substance, such as drugs, as 

this can affect your ability to care for children. If your doctor gives you any medication that may 

have a negative effect, you should inform your head teacher in confidence. 

 

STAFF CODE OF CONDUCT 

 

We have high expectations of each other. As a staff team we will do all we can to help each other to 

reach them. We believe that our behaviour should demonstrate a respectful, professional and 

thoughtful manner to parents, children and each other. 

 

We all have a responsibility to maintain public confidence in our ability to safeguard the welfare and 

best interests of the children in our care. It is therefore expected that, staff will adopt high 

standards of personal conduct in order to maintain the confidence and respect of the public in 

general and all those with whom they work. 

 

There may be times, for example, when an adult’s behaviour or actions in their personal life come 

under scrutiny from local communities, the media or public authorities. This could be because their 

behaviour is considered to compromise their position in their workplace or indicate an unsuitability to 

work with children. Misuse of drugs, alcohol or acts of violence would be examples of such behaviour.  

We should therefore understand and be aware, that safe practice also involves using judgment and 

integrity about behaviours in places other than the work setting. 

 

Each adult will continually monitor and review their practice and ensure they follow the centre’s 

policy. Each member of staff and volunteers will sign the code of conduct agreement on appointment 

that sets out our expectations with regards to standards of professional behaviour. 

 

Upon resigning from the school, you are required to hand back any TCC property (camera, sim card, 

laptops, keys, badges, swipe cards, etc…) 

 

Confidentiality 
 

As a member of the centre staff team you will have access to confidential information. You may also 

have access to or be given highly sensitive or private information. These details must be kept 

confidential at all times and only shared when it is in the interests of the child to do so. USB sticks 

should only be used to store confidential information if they are encrypted. Children’s ‘Little books’ 

should only be kept in the office – never taken off site or in lockers/cupboards.  

 

If you are in any doubt about whether to share information or keep it confidential you must seek 

guidance from a senior member of staff or nominated child protection person.  
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Dress code 

 

While dress and appearance are matters of personal choice and self-expression at work we should 

dress in ways which are appropriate to our role in the centre and this may need to be different to 

how we dress when not at work.  Our dress-code is ‘smart-casual’, which ensures a balance between 

wearing clothing which is practical for our duties but also shows us to be professional. The clothes we 

wear should be appropriate for the tasks and the work we need to undertake at the centre.   

 

Dressing in a manner which could be considered as inappropriate could render us vulnerable to 

criticism or allegations. Therefore, staff should dress in a way that: - 

 is not likely to be viewed as offensive, revealing, or sexually provocative for example by showing 

midriff or low cut tops, ripped jeans, etc. 

 does not distract, cause embarrassment or give rise to misunderstanding 

 is absent of any political or otherwise contentious slogans 

 is not considered to be discriminatory and is culturally sensitive 

 is safe and enables us to be active with the children. All sandals must be suitable to run in. High 

heels are not appropriate.  

 Please be mindful of possible hazards which can be caused by wearing large, hoop earrings or 

having long, loose hair etc 

 

Physical Contact 

 

Staff need to be aware of sensitivities about physical contact with children. Contact between staff 

and the young children we work with is appropriate for a variety of reasons, including: 

 Providing calming/reassuring/comforting contact 

 Offering support by holding hands  

 A gentle touch on the arm to re-focus attention 

 Guiding (without force) a child away from a situation or location. 

 Changing a child’s nappy or clothing (children of the appropriate age and development should 

be encouraged to use the toilet independently, once they are toilet trained)  

 

We need to ensure that physical contact is appropriate and leaves neither child nor adult vulnerable 

to allegations of abuse. Factors to consider might include: 

 Knowledge of the child, e.g. history/background 

 Age (and age difference) – of child and adult 

 Context – where, when, why 

 Relationship between staff member and child 

 Gender 

On occasions, we may need to use planned physical intervention to keep children and adults safe and 

included in our setting. 

 

Physical Intervention 

 

Physical intervention is an action of last resort and is not a substitute for strategies which promote 

positive behaviour as outlined in our ‘Promoting Positive Behaviour Policy ‘. 
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Physical intervention involves actions in which one restricts the movements of another against 

resistance; it is not the same as other forms of physical contact such as manual prompting, physical 

guidance or simply support which might be used in teaching, therapy or reassurance. It is always a 

good idea to have the support of a colleague if needing to support children using physical intervention.  

When calling for support use the language ‘support please’, not ‘help’ as this may cause undue 

distress for the other children. 

 

The circumstances that may justify the use of physical intervention include preventing injury to the 

child or someone else or if the child’s behaviour is seriously disrupting good order or causing 

significant damage to property.  

 

If circumstances arise that require physical intervention if at all possible ask for help from a second 

adult who can: - 

 Reduce the risk of injury (to staff or child) 

 Act as a witness to the situation (for the protection of adult and child) 

 Diffuse the situation – the second adult may not be the focus of anger and could take over 

 Remove other children from the situation 

 

The types of intervention which may be appropriate: 

 Holding a child without injury until they calm down. 

 Controlling the child’s movements which pose a danger (e.g: holding the arms against the side 

of the body). Standing by the side of the young person is likely to minimise the risk to adult 

and child.  

 The holding of a child’s arms or legs to prevent/restrict striking/kicking that is causing injury 

to them selves or another. 

 The use of sufficient physical force - without causing injury - to remove a dangerous object 

from a child’s grasp. 

 Physically preventing a child from exposing themselves to possible danger by leaving the 

premises. 

It is totally illegal to use corporal punishment in all state-maintained schools. Corporal punishment 

may be defined as any act or threat of an act, such as hitting, kicking, slapping, punching, poking, 

prodding, biting, throwing an object, rough handling etc, which causes or threatens harm. 

 

Different adults respond in different ways to psychological stress. Support following incidents where 

physical intervention has been used should reflect the individual needs and strengths of each member 

of staff including, where necessary, time for the member of staff to have a breathing space and de-

brief after an incident. 

 

Any use of physical restraint should be recorded and incidents will be monitored.  

 

 

 

One to one situations with children 

 

For most of the time staff will be working alongside colleagues. There may be occasions when staff 

need to work with children one to one e.g when changing a child or implementing an intervention for a 

child with additional needs.  

One to one situations have the potential to make children more vulnerable to harm by those who seek 

to exploit their position of trust.  Adults working one to one with children may also be more 
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vulnerable to unjust or unfounded allegations being made against them. For these reasons it is 

essential that staff follow the following procedures; 

 No member of staff should be working with children in an area where they are not visible to 

others. We must not work in rooms which have doors and windows which do not allow other 

staff and adults to see in. Glass panes must not be covered. 

 The sensory room must not be used for work with children.  

 Your team leader and colleagues must be aware of where you are going before you leave your 

allocated room, conservatory or garden to go to another part of the centre. 

 Always report any situation where a child becomes distressed or angry during 1:1 situations to 

a senior colleague and document the incident. 

 

Differences of opinion 
 

Inevitably there will be times when a difference of opinion occurs between individual staff members. 

If this happens the individuals will discuss the issue away from the children at an appropriate time 

having arranged cover if necessary.  

 

The discussion will take place in a respectful manner with both parties aiming to listen as much as 

they talk. In most cases staff should be able to resolve any difficulties with each other and reach a 

conclusion that is satisfactory to both parties.  

 

If the meeting does not resolve the situation the matter will be referred to a team leader and then 

to the head teacher, or deputies. The member of MLT/SLT will listen carefully to both parties and 

then, if possible arrange for both parties to meet together with the MLT/SLT member to find a 

solution/ way forward. 

 

If it is not possible to resolve a difference of opinion after talking to the head or if the difference 

of opinion is with the head, please see grievance procedures.  

 

Use of mobile phones and cameras 

 

We take steps to ensure that there are effective procedures in place to protect children, young 

people and vulnerable adults from the unacceptable use of mobile phones and cameras in the setting. 

 

Personal mobile phones 

 Personal mobile phones belonging to members of staff are never used in the classrooms (wings) 

and studio if in use by children, during work hours. Use in the staff room and sensory room is 

permitted on breaks, when no children are present. 

 At the beginning of each individual’s shift, personal mobile phones are stored in lockers. If no 

lockers are provided or keys are missing, they must be stored in an office drawer. Please 

ensure your phone is on silent at all times. 

 In the event of an emergency, personal mobile phones may be used in the privacy of the 

office, with permission from the head teacher. 

 Members of staff ensure that the school’s telephone number is known to immediate family and 

other people who need to contact them in an emergency. 

 If members of staff take their own mobile phones on outings, for use in the case of 

emergency, they must not take or receive personal calls as this will distract them. 

 Members of staff or visitors will not use their personal mobile phones for taking photographs 

of children on outings. 
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 Parents and visitors are requested not to use their mobile phones in the classrooms (wings). 

There is an exception if a visitor’s company or organisation operates a lone working policy that 

requires contact with their office periodically throughout the day. Visitors will be advised of a 

quiet space where they can use their mobile phone, where there are no children present. 

 

Cameras and videos 

 

Members of staff must not bring their own cameras or video recorders into the setting. Photographs 

and recordings of children are only taken for valid reasons ie to record their learning and 

development, or for displays within the setting. 

 

Photographs or recordings in the centre are only taken on equipment belonging to the setting. Camera 

and video use is monitored by the setting manager. 

 

Where parents request permission to photograph or record their own children at special events, 

permission will first be gained from all parents for their children to be included. Photographs and 

recordings of children are only taken of children if there is written permission to do so (found on the 

individual child’s Registration Form). 

 

Photography and Videos 

 

As part of our work with children we take or record images. Any such work should take place with due 

regard to the law and the need to safeguard the privacy, dignity, safety and well- being of children. 

Informed written consent from parents or carers and agreement, where possible, from the child, 

should always be sought before an image is taken for any purpose. Staff can check that the parent 

has given consent by checking the child’s confidential file. 

 

All images and recordings will be made using centre equipment, which must not be taken off the 

premises. It is not acceptable for staff to use personal equipment. It is not appropriate for staff to 

take photographs of children for their personal use. 

 

 

Contact with children and parents outside the centre 

  

While the centre encourages positive relationships between staff and families, these need to be of a 

professional nature for as long as the staff member has a professional responsibility towards that 

child. Staff should be aware that social contact with children and families who use the centre may 

leave them vulnerable to allegations and staff are strongly advised to inform centre management of 

social contact with children or their parents. Social contact in certain situations can be misconstrued 

as grooming. 

 

To prevent any misunderstandings, staff should be aware of the following guidance and good practice: 

 Staff are not allowed to work for current parents under any situation including collection from 

nursery, baby-sitting.  

 Children and/or parent visits to your home should not occur, unless the reason for this has 

been clearly established and agreed with centre management. The centre will not expect or 

request that private living space be used for work with children and parents. 

 In no circumstances should children and parents assist with chores or tasks in your home or 

the homes of your friends and family. 
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 It is good practice to approve any planned social contact with children or parents with centre 

management. Contact with children and families may leave staff vulnerable to allegations. In 

order to prevent this, staff are strongly advised to notify centre management of any contact 

with families. 

 There may be situations in which children or parents seek to establish social contact where it 

is not possible to notify centre management in advance (i.e. coincidental meetings in a social 

setting). In these cases staff should exercise professional judgement and are advised to 

notify centre management at the earliest opportunity. 

 Staff are encouraged to consider the appropriateness of social contact according to their role 

and the nature of their work. Where social contact is an integral part of their work duties 

(e.g. work in the community), care should be taken to maintain appropriate personal and 

professional boundaries. 

 When social contacts occur through interests outside of work or through personal or family 

networks staff are advised to take care in maintaining appropriate personal and professional 

boundaries. 

 It is recognised that in some cases staff may need to support a parent in particularly difficult 

circumstances. In these situations, staff should be aware of the potential for the parent to 

become dependent on the staff member outside of their professional role. In such situations 

staff should discuss with centre management, and if appropriate a referral will be made to the 

appropriate support agency. 

 If staff believe that any social contact with a child or parent may give rise to concern they 

must report this to centre management. 

 Staff must report and record any situation that they believe may place a child at risk, 

compromise the centre, or their own professional standing. 

 

Accepting gifts 

Care should also be taken to ensure that adults do not accept any gift that might be construed as a 

bribe by others, or lead the giver to expect preferential treatment. 

 

There are occasions when children or parents wish to pass small tokens of appreciation, such as a box of 

chocolates or bunch of flowers, to staff as a thank-you and this is acceptable. However, it is unacceptable 

to receive gifts on a regular basis or money or of anything significant value. Staff do not give personal 

gifts to children. On leaving each child is given a gift book or similar by the centre. 

 

Communication with Children and Parents (including the Use of Technology) 

 

Communication between children and adults, by whatever method, should take place within clear and 

explicit professional boundaries. This includes the wider use of technology such as mobile phones, 

text messaging, e-mails, digital cameras, videos, web-cams, websites and blogs. Adults should not 

share personal information with a child or parent other than that which might be appropriate as part 

of their professional role. They should not request, or respond to, any personal information from the 

child or parent, other than that which might be appropriate as part of their professional role. Adults 

should ensure that all communications are transparent and open to scrutiny. 

 

Adults should also be circumspect in their communications with children so as to avoid any possible 

misinterpretation of their motives or any behaviour which could be construed as grooming. They 

should not give their personal contact details to children and parents including e-mail, home or mobile 

telephone numbers, unless the need to do so is agreed with senior management and parents/carers. E-

mail or text communications between an adult and a child outside agreed protocols may lead to 
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disciplinary and/or criminal investigations. This also includes communications through internet based 

websites. Internal e-mail systems should only be used in accordance with the organisation’s policy. 

 

 

Conduct on social networking sites 

 

 Do not make disparaging remarks about your employer/employees/ colleagues. Doing this in the 

presence of others may be deemed as bullying and/or harassment. 

 Other users could post a photo on their profile in which you are named, so think about any 

photos you appear in. On Facebook, you can ‘untag’ yourself from a photo. If you do find 

inappropriate references to you and/or images of you posted by a ‘friend’ online you should 

contact them and the site to have the material removed.  

 Parents may access your profile and could, if they find the information and/or images it 

contains offensive, complain to your employer. 

 Ensure that any comments and/or images could not be deemed defamatory or in breach of 

copyright legislation. 

Privacy 

 

 To ensure that your Facebook account or any other social media account does not compromise 

your professional position, please ensure that your privacy settings are set correctly. 

 Do not under any circumstances accept friend requests from a person you believe to be a 

parent at your school. 

Example for Facebook below -As a minimum 

Privacy Setting                                                           Recommended security level 

Send you messages                                                             Friends only 

See your friend list                                                            Friends only 

See your education and work                                              Friends only 

See your current city and hometown                                  Friends only 

See your likes, activities and other connections                 Friends only 

Your status, photos, and posts                                           Friends only 

Bio and favourite quotations                                              Friends only 

Family and relationships                                                     Friends only 

Photos and videos you're tagged in                                     Friends only 

Religious and political views                                                Friends only 

Birthday                                                                             Friends only 

Permission to comment on your posts                                 Friends only 

Places you check in to                                                        Friends only 

Contact information                                                           Friends only 

 

 Always make sure that you log out of Facebook or similar social media site after using it, 

particularly when using a machine that is shared with other colleagues. Your account can be 

hijacked by others if you remain logged in – even if you quit your browser and/or switch the 

machine off. Similarly, Facebook’s instant chat facility caches conversations that can be 

viewed later on. Make sure you clear your chat history on Facebook or similar social media 

sites (click “Clear Chat history” in the chat window). 

 Parents/ potential employers/ANYONE may scour websites looking for information about you: 

Take care to remove any content you would not want them to see. 
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Working with parents experiencing stress 

 

On occasions parents may be distressed and behave in an inappropriate fashion. Staff should respond 

in an understanding way to ensure the well- being of the children, other parents, themselves and 

their colleagues and send for help from a member of the senior management team.  

It is important that we do not act in a judgmental fashion or make assumptions based on class, gender 

or biased assessment of parenting or professional skills.  

 

 

CENTRE PROCEDURES 

 

We draw on Camden’s terms and conditions and model polices for schools for a number of our 

procedures.  

 

Please ensure that you always sign in and out (writing time of entry/ exit from the building) at the 

front desk in reception when you enter the building, including when you go out on a break or for any 

other reason. This is important for fire safety.  

 

Holidays 

 

The centre is closed: - 

 On all Weekends and Bank Holidays  

 For 2 weeks over Christmas and New Year    

 Good Friday and Easter Monday and the 4 days before or following [depending on the date of 

Easter] 

 for the last 3 weeks in August  

A small number of staff have additional days leave they may take based on spinal points and length of 

service and the following conditions apply: 

-The leave year runs from 1/9 to the 31/8 and any leave entitlement has to be taken between these 

dates.  

-Leave is booked in advance. Dates for each academic year [1 September – 31 August] will be released 

in the proceeding June and all staff are able to complete a leave form with their preferred date and 

given 2 weeks to return the form.  

 -One member of staff can be on leave at any time.  

-If a number of staff are applying for leave on the same day/s priority will be given to staff that did 

not have these day/s last year.  

- Many staff requests leave in the weeks around the Christmas and Easter closure and before the 

summer closure. Priority will be given to staff that have not had the 2 weeks before or after 

Christmas /Easter closures or the 2 weeks up to the summer closure the previous year.  

-If staff have applied for leave during more than one of the above periods in a year once they have 

been allocated one period other staff will have priority for the remaining periods.   

-Teaching staff are contracted to work 195 days per year directed time and any other time needed 

to complete their professional duties.  

-Requests for unpaid leave or to carry over leave are at the discretion of the Head and Governing 

body and are only granted in exceptional circumstances. 

Staff who have ‘All Year Round’ contracts are not usually allowed to take leave during school holidays 

when the centre is open. 
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Staff Absence and Sickness  

Most staff manage their absence very well and we recognise that some absence is inevitable.  

Sickness  

 If you are too sick to come to work please call before 8am and leave a message (if you want to 

call back and speak to someone please call after 10)  

 Please call back between 3 and 3.30 (or by 3.30) to let us know how you are and what you 

think about the next day so that we can plan  

 When you return to work please fill in a return to work form and pass it to Albert 

(Business Manager)  

 You can ‘self -certify’ for up to 5 days taken together (or 7 including the weekend) but you 

must get a note from your doctor to take any more days 

 If you are given a sick note by your doctor please arrange for us to get this as soon as 

possible (send it in either by post or via a friend) 

 If you are off for a period of time please keep in touch with us by calling in regularly, giving us 

your ‘end of sick note’ date and give as much notice as possible if this changes  

 If you don’t remember to follow these procedures we’ll be forced to call you to find out how 

you are 

Usual procedure to signal monitoring of sickness is 8– 10 days in a rolling 12 month period. We are not 

currently arranging return to work meetings after every absence but are likely to ask for one when 

your sickness reaches 5 days or more (in a 12 month programme). Another trigger point is more than 

20 days continuous absence when we’ll ask to discuss and review your absence or if you are signed off 

work by your doctor. 

 

How to you know how much sickness you’ve had?  

Absence will be inputted into the oracle system which contains data on how many days absence an 

employee has had, so you can ask Albert (Business Manager) for an update.  

 

Dependency leave  

  

 This is intended for unforeseen emergencies i.e. childcare breaking down and is for 

exceptional circumstances (this doesn’t’ routinely include taking a dependent to a pre- 

arranged appointment only for emergency treatment- proof of any appointments should be 

provided )  

 A dependent is a child (under 18),  a parent or another person who lives with the employee and 

is dependent on them for aspects of their care 

 Dependency leave is granted at the head teacher’s discretion and must be requested (it’s ok to 

sort this out when you return to work but please keep us informed about what is happening by 

calling the centre)  

 You can take up to 5 paid dependency leave days in a rolling 12 month year- always at the 

head’s discretion- usually we’d expect you to take only a day or two at a time, i.e. you fix the 

care arrangements or whatever is needed and return to work asap. (See appendix for Camden’s 

guidance on dependency leave)  
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Long term health conditions and particular health appointments 

Some health appointments may be attended with no need to make up time or take leave, however as 

much as possible we’d ask you to try and arrange these at a sensible time such as the end of the day  

 Breast screening (mammograms)  

 Appointments related to long term and serious health conditions – if this is you please discuss 

your condition with Perina   

Hospital appointments  

 We will usually ask you to make up the time for hospital appointments or take them as leave  

 Please bring the letter of appointment  (a copy won’t be taken or kept)  

 Please give as much notice as possible-(the day before is too late!) 

 If it’s possible to re-arrange the appointment to be at an easier time (i.e. end or beginning of 

the day rather than the middle) this helps everyone as you’ll need to pay less time back and we 

can cover more easily 

Doctors’ appointments  

 You are expected to arrange these in your own time as much as possible or failing that have 

them at the end of the day- if you work part time you should only have emergency doctor’s 

appointments in work time 

 You will be asked to pay back time for doctors’ appointments (unless you have a long term or 

serious medical condition and have discussed this with Perina see above)  

 We will be trialling  recording when someone has a doctors’ appointment  

Special leave 

 This is any leave granted by the head teacher for an exceptional situation  

 It’s not for arranged planned appointments or for repairs to the home  

 You must apply for special leave (this can be after the event if it is an emergency)  – it is at 

the head teachers discretion  

 Examples of reasons SL might be granted ; a relative (who is not a dependent)  has an accident 

and you rush off to A and E or your child has a ‘once in a lifetime’ type event  

 There is a limit to how much SL can be granted- at the head teachers discretion – it is usually 

only a day at a time 

Compassionate or bereavement leave  

 The length of paid leave following a bereavement is dependent on the individual situation- 

please talk with Perina about your situation as soon as you’re able  (a quick call when you 

receive the news is sufficient initially- we can discuss the leave taken when you return)  

 We are mindful of Camden’s recommendation for bereavement leave- this is up to 10 days if 

the person was your child, partner or a close relative you live with.   

 In other situations five days bereavement leave is more usual.  

 Many people do take more than standard bereavement leave and this is negotiated with their 

head teacher and may include them taking leave or unpaid leave. 

 

 

‘Time back’ or TOIL 

 We want to minimalize this as much as possible (it is time consuming to manage) but we 

recognise its sometimes necessary  
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 We really appreciate that staff do additional time when asked to support special events   

 We record ‘time back and time owed’ this in the red folder in the office 

 Please never do additional time unless its expressly agreed with an SLT member in advance  

 If you have accrued time back or owe time please discuss with Jan 

 

 

 

Travel difficulties  

 

You must make every effort to get into work even if this means changing your normal travel 

arrangements. We accept that on the first day of any travel difficulties you may not be able to get 

to work at your normal start time or, after making every effort, you may not be able to get into work 

at all. We expect that most employees will be able to get in to work after the first day. We expect 

you to take annual leave, flexi leave, time off in lieu or unpaid leave for any travel difficulties and/or  

to make up time you have missed (barring exceptional circumstances). 

  

Staff development  

 

We have regular INSET days which are attended by all staff. Annual leave should not be booked on 

these days. Camden provides opportunities for training. Information is displayed in the staff room. 

More specialist training is available as and when needed. Each member of staff is assigned to a 

member of the senior management team/ middle leadership team who acts as their mentor (see 

policy). 

 

 

We follow Camden’s policy on monitoring sickness levels. If staff have been absent on 5 separate 

occasions or for more than 8 days in a rolling year (or if a pattern is developing that suggests that 

this will happen) or more than 20 days continuous absence, they will be invited to a meeting with their 

mentor to discuss any underlying problems.  

The aim is to help staff identify any problems and support them in overcoming them. When there is a 

concerning or reoccurring pattern over time or absences go over 20 days/5 occasions staff will be 

referred to HR/OH for advice and support. 

 

Maternity and Paternity leave 

[See Camden Policy] 

 

Grievance, Capability and disciplinary procedures 

[See Camden Model Schools Policy adopted by centre – under teaching staff] 

 

Notice of leaving 

[See Camden’s policy and contract of employment] 

 

Staff development  

 

We have regular INSET days which are attended by all staff. Annual leave should not be booked on 

these days. Camden and other organisations may also provide opportunities for training. Information 

is shared via display in the staff room or staff meetings. More specialist training is available as and 
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when needed. Supervision is provided regularly to all staff members either via team or individual 

supervision with a member of the SLT or with your team leader/ line manager. 

 

 

 

Supervising students 

 

We are committed to supporting potential early years practitioners and from time to time you will be 

asked to supervise a student. Please refer to policy document for advice and guidance. 

 

Personal Telephone calls 

 

We aim to give the children our undivided attention and request that you restrict personal phone 

calls to lunch breaks. Messages will be taken and you will be notified at your next break time, unless 

it is an emergency when you will be contacted immediately. Mobile phones must be left in your locker 

or a desk drawer if office based.  

 

Staff room and access to telephone and computers for personal use 

 

We have a comfortable staff room with access to fridge, freezer, microwave and dishwasher. Please 

tidy up as you go (e.g. crockery washed or placed in dishwasher, newspapers etc taken away or binned 

after use) as in a large staff team the staff room can get messy and is then not a relaxing place to 

be. 

 

The computer in the staff room may be used for personal purposes such as checking e mails but 

priority is given to those wishing to use it for work purposes.  

The parent’s room is for parents and is not available as an additional staff room. The sensory room is 

for quiet work such as writing reports and making confidential phone calls and is also not available as 

an additional staff room. 

 

Security of possessions 

Each member of staff has a locker to keep their personal belongings in. TCC cannot be responsible 

for damage or loss to property. 

  

 

CHILDREN  

(See also Curriculum Statement and Parents Booklet) 

 

Relationships between children and staff are warm, relaxed and respectful. Hugs and cuddles are 

part of nursery life. However, it is important to be mindful of the cultural practices of families and 

the rights of the children. Children’s wishes must be respected. For example, at sleep time ask the 

child if they wish to be patted and ask a child if they would like a hug if they are upset. 

 

Sickness 

Please refer to the Health Protection Agency Guidelines for infection control in schools and settings 

– we follow this for every illness.  There is also a supplementary booklet that gives more information 

available in the staffroom & office.  If a child has an upset stomach or is sick, they should not return 

to the centre until they have been eating normally and having regular bowel movements – at least 48 

hours after the last episode. Children who become ill during the day should be monitored closely and 
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a decision made by the team leader whether or not to call the parent. Children with high 

temperatures should be cooled down by removing excess clothing and their temperature taken 

regularly. 

 

Home visiting  

 

The centre operates a home visits system as we believe that home visiting provides a good 

introduction to the centre for child and parents. Children have the opportunity to meet their new key 

worker in the security of their own home. However, home visits are optional and parents are free to 

decline the offer if they wish.  If parents raise any issues about children e.g not eating certain foods 

due to allergies, cream they wish us to apply [except sunscreen], medications they wish us to use… 

parents need to be given an Individual Health Plan form that needs to be filled in by a Medical 

professional such as Health visitor, Nurse or Doctor. 

 

 

Meal and snack times  

 

Our menus have been assessed by the Healthy Eating Team to ensure that they meet current 

nutritional guidance for children 0-5 years.  

 

We have not included pork on the menu and we provide a vegetarian alternative at lunch and tea. If 

children have allergies or are, unable to eat certain foods due to medical reasons, we try to avoid 

these foods if possible.  We do not have food containing nuts. If the food cannot be avoided we will 

arrange a substitute, for example soya milk instead of cow’s milk. 

 

As well as providing nutrition meal times, snacks and celebrations are social occasions where children 

can enjoy sharing food with each other and with the adults. Sharing food is an important way of bring 

children from a wide range of backgrounds together and developing a sense of belonging.  The menus 

are suitable for most children so that as many as possible will be able to share the same food and 

drink.   

 

Staff act as positive role models and eat the same foods as the children.   Our aim is to make meal 

times a happy social occasion. We want to encourage a positive attitude towards food and the 

confidence to try new dishes. Children sit with their key/co-worker for lunch.  

 

Staff act as the model for behaviour and eat the same food as the children. Children are encouraged 

to use ‘please’ and ‘thank you’, as appropriate for their age group. A little of each type of food is 

placed on the child’s plate and they are encouraged to try it. No child is forced to eat.  

 

At the end of the meal the children leave the table as a group and return to their base room. All our 

meals are nutritious and well balanced. The pudding is an essential part of the meal and not a treat, 

and it is important that the children are able to enjoy it as part of their meal. We are aware that 

children with additional needs may have particular requirements regarding the serving of their food 

and we will always endeavour to meet those specific needs.  Independence skills are strongly 

encouraged, so that children pour their own drinks, self-serve some of their meal and cut up their 

own food (as age appropriate). 

As part of our aim to promote healthy lifestyles, the children do not have access to sweets or sugary 

drinks while at school. 
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When birthdays are celebrated, encourage families to bring fruit or vegetables to share in place of 

cakes (in line with Healthy School guidelines we no longer allow cakes). Party bags and similar are not 

allowed and celebrations should be limited to your key group of children.  It is important to celebrate 

special events and for all children to be made to feel special via a shared ritual - equally, a treat is 

something that is good for you.   

 

Sleep and rest 
 

           Toddlers sleep according to their own routine in their base room. They are always supervised during 

sleep-time. Kindergarten children who need to rest or sleep use the sofas or toddler rooms in their 

wing. 

 

Nappy changing procedure 
 

           Children in nappies are changed according to the details outlined by their parents on their starting 

sheet. Please remind parents when nappy supplies are running low. During their time in the Toddlers 

most children will be ready for toilet training and this is carried out in consultation with their 

parents. In the Kindergarten children are given sensitive support to enable them to become 

increasingly independent. All staff must wear the gloves and aprons provided when changing the 

children. 

 

Garden policy 

 

Staffs’ role in the garden is to play with the children and engage them in meaningful activities, 

whether planned or spontaneous. Children and adults are encouraged to wear appropriate clothes to 

enable them to enjoy the garden throughout the year. Please make sure that children are warmly 

dressed before they go outside if it is cold or damp. In wet weather add wellies and hoods. In the 

summer please ensure that they are wearing sun block and shoulders should be covered as well as a 

hat if the weather is hot. Children are not allowed to ride bikes over the bridge. 

  

 

Displays 

 

We want to ensure that the centre looks as wonderful as we can make it, all signs in the centre need 

to be consistent. We use Comic Sans Font. Children’s work and other displays are to be placed on the 

pin board in each area or displayed in clip frames attached to the wall. Staples, Blue Tack, masking 

tape and sellotape etc … are not to be used on the plastered / painted walls.  

 

All displays of children’s work should include the following – adult explanation of significance , 

children’s comments or reactions , photos of work in progress , illustrations , artefacts  and books 

related to the display , names of children involved ,  work should be mounted or framed. As far as 

possible the children should be actively involved in creating displays of their work. We want to value 

their creativity and give all the children a chance to have their work displayed. Less is more and a few 

things regularly changed will have more impact. 

 

Registration 

 

Registration is done at reception. Any changes in collection routines must be passed on to reception 

staff. Please do not accept fees or dinner money. These must be paid at reception. Children arriving 
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late should be marked accordingly with time and reason included. Children leaving school early must 

be marked out by reception. Parents are required to call the school to notify us of any absence. If 

parents do not call us we will call them. This is to encourage good attendance habits and is also an 

important aspect of safeguarding.  

 Breakfast starts at 8.30am 

 9.20am- Children can arrive and should remain with their parent in the foyer. 

 9.30-9.40 am children should be taken to their class. Parents leave by 9.40 when children make 

their way to their key group station.  

 Any child arriving after 9.40 must wait until 9.55am 

 9.45-9.55 Key group time. 

Children cannot go to their classes before 9.30am as staff are busy setting up the rooms, garden and 

preparing work.  

 

 

Collection 

 

Children can only be collected by a pre-agreed person. Children can never be collected between 3.00 

and 3.15pm due to key group time. Children who are collected early should be collected at 2.55pm; to 

cause the least disruption. Parents must notify the school in advance if they wish to collect early and 

regular early collection must be agreed formally.  

 

If children are not collected by the end of their session, please notify the team leader or senior 

leadership team and take them to the office. After 15 minutes we will try to contact their parents by 

phone, then we will try to contact other nominated individuals by phone. If we cannot contact anyone 

after   half an hour we will contact Safeguarding and Social Care. A note must be kept of the time of 

late collection so that regular lateness can be effectively monitored. 

 

Hygiene 

 

All staff must wear the aprons and gloves provided when changing nappies or soiled clothing. All 

nappies should be sealed in a plastic bag prior to disposal in the nappy bins. Any other waste products 

should also be sealed in a bag prior to disposal in a nappy bin. Children need to wash hands before 

snack and lunch times.  All children should be encouraged to flush the toilet after use and then to 

wash hands with soap. 

 

Outings Policy 

 

For all outings the following procedures must be followed;   

 All parent/carers must sign a permissions form to show that they agree to their child going on 

an outing. 

 A risk assessment of the venue must be carried out before children are taken on any outing. 

 A risk assessment form must be completed before taking the children out. Please follow the 

instructions of how to complete the form in the outings folder which is located in the office. 

As part of this procedure, it is important to ensure that all staff, parent, volunteers and 

children are clearly briefed about potential risks and the expectations we have of the adults 

taking part in the outing. 

 A copy of the risk assessment should be left in the office before departure. 

 Staff members must always stay in pairs to ensure that they are able to support each other in 

case of emergency. 
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 There must be a ratio of two children per adult or 1:1 depending on the individual child’s 

circumstance. 

 All children must have a label with the name/address & telephone number of the centre, also 

the lead person’s telephone number on it. The label must be displayed where the child is 

unable to remove it. 

 All children must wear our bright luminous vest with Thomas Coram and our telephone number 

boldly written at the back. 

 Medication for children with long term health needs must be taken on the outing. E.g. 

Inhalers, insulin, EPI-Pen. 

 Any group of children going on an outing must be accompanied by a paediatric 1st aider. 

 A first aid kit must be taken on all outings. 

 Staff are responsible for informing the lead person of their specific health need 

requirements when going on an outing (i.e. inhaler, Epi-Pen, etc). 

 Staff are responsible for ensuring that their specific medication is placed in the first aid kit 

or at a location easily accessible to the staff, they are with, in case of emergency. 

 When away from the centre, the same rules and policies still apply when with the children. (i.e. 

no hot drinks whiles with the children, no use of mobile phones for private calls, etc) 

 Any parents accompanying an education visit must receive induction regarding our procedures- 

for example, not giving any child food without first checking with a member of staff 

(allergies, moral requirements), should not take another child to the toilet, etc. 
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If a child should be found to be lost on an outing or in the centre, please follow our lost child 

procedure below :- 

 

 

 

 

 
 

 

 

Preventative measures 

 Follow the arrangements for deployment of staff as outlined in the centre routine, daily 

bulletin and room / rotas to ensure that there is sufficient supervision of children while in 

the centre 

 Ensure that the reception area is covered at all times and that the exit door is always closed  

 Ensure that children only leave the centre accompanied by an appropriate adult, if in doubt 

check the child’s record and ask for identification. 

 Follow the outings policy and ensure that each member of staff, parent or volunteer is only 

responsible for a maximum of 2 children.  In cases were the risk assessment indicates 

that1:1supervision is required ensure that this is abided by staff throughout the visit. 

In the unlikely event that a child is lost and in the care of centre staff, the following procedure 

is to be followed : 

While on the centre premises  

 As soon as a child is found to be missing from their room. Member of staff A  to stay with 

other children while member of staff  B checks gardens, shared areas such as the studio, 

parents room, both wings, call the lost child out by name, etc.  

 If child is not found within a few minutes (2minutes) staff B to contact reception and alert 

reception staff and SLT. 

 Reception staff to check attendance sheet to confirm that child has not been taken by 

parent/carer. 

 SLT to alert other campus users and check shared space such as the courtyard. Staff to 

check all areas including garden, other wings, sheds etc. 

 If the child  is not accounted for SLT to ring parents while reception staff  ring the police 

 SLT to alert Camden and inform Chair of governors    

 SLT to inform Camden H+S ‘Reportline’ on 02920266787 and /or Ofsted on 0300 123 1231 

 When the child is found, ensure all staff are notified immediately.  

 A brief investigation must be held to decide whether procedures need to be reviewed.  

While away from the centre  

 As soon as a child is found to be missing from their group. Member of staff A to stay with 

other children/parents while lead member of staff questions the person who the child was 

allocated to, to establish details and then check surrounding area. 

 If the child is not found within a few minutes – (2 minutes) lead member of staff to contact 

nursery and alert SLT. Lead member of staff on the outing must also contact the police 

giving a detailed description of the child and their last location 

 If the child is not accounted for, SLT to ring parents  

 SLT to alert Camden  

 SLT to inform Chair of governors.    

 SLT to Inform Camden H+S. ‘Reportline’ on 02920266787 and/ or Ofsted on  0300 123 1231 
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PARTNERSHIP WITH PARENTS/CARERS 

(See also Parents Booklet and policy) 

 

We are committed to working in partnership with parents and families who use the centre. This 

partnership is based on the belief that parents have specialist knowledge of their children while we 

have specialist knowledge of children at this stage of learning and development. All parents are 

treated equally and their culture, class, gender or parenting skill respected. 

 

VISITORS POLICY 

We welcome visitors to the campus and all visits are booked in advance. Volunteers and students must 

read our Induction Summary, sign and complete the information sheet.  

 

STAFF TEAM AUTUMN 2019 

 

Moses Wing  Lamb Wing  

Toddlers 

Jennifer  Amisha, Lisa, Sasha 

 

Toddlers 

Marcia, Kim, , Remi 

Kimberley 

  

Kinder 

Nicole, Kerry, Sharon, 

Kinder 

Sarah, Joanna, Eunice, 

Chloe, Annesa  

Central staff  SEND 

Ben  

Shara- cover for AL etc. 

Ben  

Anna 

Jannat  

Zahura 

Syeda 

Kinder Midday support 

  

Jannat,  temporary member, 

Donna, Meena 

Moses 

Todds 

midday  

Lamb 

Todds 

midday  

 Olabisi  

1.30-2.30 

Olabisi 

12.30-1.30 

Peripatetic Office Based Catering/Housekeeping 

Leah, Tracey, Lucia, 

Olabisi 
Music 

specialist- 

Finn  

Perina, Albert  

Jan,  Diana 
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ROTAS AND ROUTINES 

 

 Please read latest version of routine in the curriculum statement  

 Mohamed our caretaker unlocks the building at 7.30 a.m. please ensure that you have your 

swipe card with you to gain access to the building. If you lose your card please inform Lillian 

straight away. 

 Meeting and greeting -Key workers and/ or co- workers must be in the garden or base room 

promptly at the beginning and end of their shift to greet parents at arrival and collection 

times. This is an opportunity to exchange information on the child and ensure a strong link 

between home and centre. All key –workers must be in their base room between 9.30 and 9.45 

each morning, teachers need to be in their rooms setting up at 8.45 

 End of day -If you are on the late shift please ensure that all windows and doors are locked 

before you leave and that fans and computers are turned off. 

 

 

Appendix 1 

 

Working as a team – dealing with difficult situations 

Introduction 

 

Working as part of a team is part of all our roles and included in our JDs  

For example EYE JD :-‘ In order to achieve successful outcomes the post holder must be an active 

member of a multi-disciplinary team of staff, communicating and working together to create an 

environment in which children’s development is fostered and in which good relationships grow.’  

Addressing differences of opinions/views/difficult situations is part of team work. This appendix is 

to help us at an informal stage before formal proceedings. 

 

Types of difficult situations:- 

 Not agreeing with colleagues behaviour/ view /decision 

 Not feeling listened to and valued  

 Finding out that people have spoken behind your back  

 Bullying  

 

Bullying  

We take accusations of bully very seriously and if a concern is raised or an accusation made by any 

member of staff it will be rigorously investigated. At times we may all be asked to do things we would 

prefer not to for example:- 

 Implementing a decision made by a line manager that we do not think is the best use of our 

time or resources 

 abiding by an aspect of centre policy that we do not fully agree  

 undertaking actions necessary to improve performance where there are legitimate concerns 

about ability to support children, parents , relationships with colleagues…..  

But if in any of these cases there are times when staff feel that such requests have gone beyond 

acceptable behaviour and are perceived as bullying we need to address them.  

It may also be the case that a member of staff feels that a colleague in the centre has consistently 

criticised them without reason, deliberately excluded them from important conversations/decisions, 

put excesses pressure on them to do something or talked negatively about them to other staff 

intending to undermine and exert their own wishes.  
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Our definition of bullying behaviour is that which is intended to hurt, intimidate or persecute and 

which occurs over time:- 

 Intention to hurt - the behaviour is planned, premeditated, and on purpose. It is intended to 

cause harm, ridicule or damage a colleague and not intended to support, for example raising 

difficult issues to help a colleague improve performance  

 Intimidate –behaviour is intended to threaten, frighten or scare  

 Persecute- behaviour is intended to harass, torment or oppress 

 Persistent –behaviour has become a typical pattern of behaviour 

 Over time – behaviour happens on a number of occasions over a period of time’  

 

Bullying is an emotive and powerful word. It is often helpful to describe how behaviour makes an 

individual feel for example ‘when you do …………….. it makes me feel uncomfortable/ upset/ devalued/ 

frustrated/ distraught/ disappointed/ saddened……’  

 

Using the term bullying for behaviour which does not meet the description above runs the risk of 

underplaying the seriousness of bullying and colleagues not giving enough support in cases of genuine 

bullying behaviours.  

 

 

Raising and discussing issues 

 

It is best to raise issues as soon as possible after events have occurred. Group meetings are rarely a 

good place to raise sensitive issues concerning a particular individual’s behaviour. If behaviour needs 

to be addressed the individuals concerned will discuss the issue away from the children at an 

appropriate time having arranged cover if necessary. The discussion will take place in a respectful 

manner with both parties aiming to listen as much as they talk. Sometimes there may need to be a 

cooling off period and a second meeting arranged to allow time for reflection and resolve issues. 

If a member of staff is unsure how to proceed a private discussion with SD mentor or team leader is 

a good place to start. 

 

Guidance for members of SLT/MLT managing meetings between colleagues to address issues  

 

In most cases staff should be able to resolve any difficulties with each other and reach a conclusion 

that is satisfactory to both parties.  

 Person raising the concern explains it 

 Person about whom the concern is raised responds 

 MLT/SLT articulates 1] any areas of agreement 2] any areas of difference 

 MLT/SLT asks how the person raising the concern would hope it is resolved? 

 MLT/SLT asks if the person about whom the concern has been raised is able to do this 

 MLT/SLT decide if 1] issue has been resolved 2] whether it need to be referred  

 

Sometimes a colleague responds to a colleague expressing concern by countering with accusations 

about the colleague’s actions. In this situation the MLT/SLT managing the meeting will remind the 

colleague that the current meeting is restricted to the issue raised and MLT/SLT will meet with 

member of staff raising a new issue outside the meeting to clarify the concern and if necessary set 

up another meeting to address it 

 

Following the meeting the MLT/SLT will check with both parties that the actions agreed have been 

implemented. 
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Addressing difficult situations is not always easy and we use our staff development process to help 

us all develop the skills we need. 

For example:- 

 Helping staff who are no confident about raising issues. For example making sure there is time 

in SD meetings for staff to raise and discuss difficulties they are having with colleagues as 

part of their reflection on their JD. Mentor arranging for member of staff to talk to a more 

confident colleague as a critical friend who can help develop their confidence.  

 Helping staff who frequently find listening and responding to critical feedback difficult. For 

example using SD meetings to help staff reflect on their team working skills and receive 

feedback from colleagues in a supportive setting. 

 Building MLT/SLT mentor skills .For example listening skills, which help unconfident staff to 

express their thoughts. 

 Building MLT/SLT confidence in managing difficult situations between staff and supporting 

both members of staff in meetings to try to resolve them. For example by increasing 

mediation skills need to manage meetings and disputes 

 

Distinguishing between legitimate concerns and frequent unfounded accusations / vexatious 

actions 

 

On rare occasions there may be a member of staff who frequently raises issues/makes allegations 

about colleagues which following investigation are not upheld. If such a pattern becomes frequent and 

a meeting does not resolve the situation, the matter will be referred to a team leader and then to 

the assistant, deputy, or head who will then organise a meeting. On occasions, it may be helpful for a 

team leader from another team to lead the meeting. 

 

Structure  

 SLT/MLT specify purpose of meeting and way meeting will be conducted 

 Aim of the meeting is to given staff opportunity to raise their concern and resolve the issue if 

possible 

 Each person will be given an opportunity to talk 

 When one person is talking the others will listen  

 MLT/SLT will re focus the meeting/discussion if it is moving from the point 

evident SLT will meet with the individual involved to discuss their behaviour. 

 

 

Next steps if issues are unresolved 

 

The actions described above are to help us address issues informally. If they are not successful in 

doing this we will employ our formal procedures- for example the grievance or capability policies and 

procedures. 
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Appendix 2 
 

Dependency leave (taken from Camden policy 2010) 

 

If you have more than six months’ service, you are entitled to apply for up to 5 days paid dependency 

leave in any leave year, subject to the conditions set out below. If you have less than 6 months’ 

service, you are entitled to reasonable unpaid time off.  We will grant you dependency leave if:  

a) a dependent child is involved in an unexpected incident at school during school hours;  

b) childcare or other arrangements break down;  

c) to cover any other dependent person who reasonably relies on you for:  

• assistance if they fall ill (including mental illness, injury or assault);  

• or to arrange for their care in the case of illness or injury.  

A dependant is defined as a parent, child or someone who lives with you who is dependant on you for 

specific caring needs. We will grant dependency leave only in exceptional circumstances, for example, 

where the normal care arrangements have broken down, without notice. The circumstances shall 

include taking the dependant person to the doctor, dentist, clinic or hospital for emergency or urgent 

treatment. In these circumstances you must provide us with proof of the appointment. Dependency 

leave is not for appointments or leave planned in advance. You must fill in a self-certification form.  

We will grant you dependency leave on a pro-rata basis if you work part time or job share.  

Before asking for dependency leave, you should take annual leave, flexi leave or unpaid leave, if your 

manager approves. If you then provide the appropriate verification and proof, dependency leave will 

be granted after you take it and we will record this as the reason for your absence.  

 

 

 

CODE OF CONDUCT AGREEMENT  
 

At Thomas Coram Centre all staff and volunteers strive to set a good example to children 

through their own conduct and behaviour and by maintaining high standards of 

professionalism and appropriate boundaries. We seek to work in an open and transparent way 

applying the same professional standards regardless of culture, disability, gender, language, 

racial origin, religious belief and/or sexual identity. As adults we are responsible for our own 

actions and behaviour and avoid any conduct which would lead any reasonable person to 

question our motivation and intentions. 

 

 

I have read, fully support and agree to abide by the Thomas Coram Centre code of 

conduct and procedures for centre staff and related polices as outlined in the staff 

handbook. 
 

 

 

 

 

Signed ………………………………                  Date…………………… 
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