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Childcare Fees & Funding Information


Here’s a quick breakdown of our childcare fees, discounts, and what’s included in your child’s care:
(A minimum of three days or 6 half sessions are required)

	Nursery Room
	Full Day (8am - 6pm)
	Half Day (8am-1pm)
	Half Day (1pm-6pm)
	Full Week

	Seedlings (3 months–2 years)
	£94.00
	£53.00
	£53.00
	£470.00

	Saplings (2 – 3 years)
	£96.00
	£55.00
	£55.00
	£480.00

	Blossoms (3 – 5 years)
	£96.00
	£55.00
	£55.00
	£480.00




What’s Included in Your Fees?


Famly App: Live track your child’s daily updates, activities, progress, and make payments through the app.
Staff Development: Ongoing training for our dedicated staff, ensuring they are up to date with the most important knowledge about to how to best take care of your little one.
Open-Door Policy: Parents can raise concerns or questions at any time, via email, telephone or in person.
Parent Evenings: Two Parents Evenings per year to discuss your child’s development, along with at least two assessments per year and monthly observations.
Regular Events: We host seasonal events like Mother’s/Father’s Day HighTeas, Festival Celebrations from around the world, a Christmas party and graduations.


Funding
Your child may be eligible to apply for 15 or 30hrs of ‘term time’ funding per week. These hours will be clearly shown on your invoice as 11.17 or 22.4 hours’ worth of funding per week, as we stretch our attendees’ funding across 51 weeks of the year, excluding Bank Holidays. This also excludes one week of closure at Christmas, which is determined by September each year and is not chargeable.


Discounts
Full-Time Discount: 10% off for full-time attendance (weekdays), excluding funded hours.
Sibling Discount: 10% off for the oldest child (excludes funded hours).
NHS Discount: 10% off per family with valid NHS ID.
(Only one discount can be applied: NHS, Full-Time or Sibling.)


Consumables Fee

Alongside funded childcare, we offer an optional consumables charge. This helps cover everyday care items that many families prefer us to provide for convenience.


Our consumables include:
· Freshly prepared meals and snacks
· Nappies, wipes and creams such as suncream and sudocrem.
· Internal visits such as Zoolab or Rugby Tots and External visits into the community
· Occasional food tastings linked to cultural or seasonal celebrations


What’s Included in Our Provision
Everything required to support your child’s learning and development under the Early Years Foundation Stage (EYFS) is fully included. We do not charge for:
· Learning materials, toys, books, craft resources, or equipment
· Staffing, training, or enhanced ratios
· Rent, utilities, insurance, cleaning, or other business costs
· General or non-itemised fees or top-up charges linked to funded hours
All children are able to fully participate in our provision and experiences, whether families choose to access optional consumables or not.
If you have any questions about funding or fees, we’re always happy to talk things through.


This fee is voluntary and not a condition of accessing your child’s funded hours. However, if too many families are unable to contribute, we may need to increase our standard daily rate for non-funded hours in order to sustain our setting. More importantly, we would also have to limit the experiences we offer—delivering only the Early Years Foundation Stage (EYFS) curriculum, rather than enriching it with the wonderful activities and opportunities that help children thrive, explore, and develop a true love for learning.

Tax-Free Childcare 

What is Tax-Free Childcare?
Tax-Free Childcare is a government scheme that helps working parents pay for childcare.
For every £8 you pay, the government adds £2, up to £2,000 per child per year
(£4,000 for children with disabilities).

Who Can Use It?
You may be eligible if:
· You are working (including self-employed)
· You earn at least the equivalent of 16 hours per week at National Minimum Wage
· You earn under £100,000 per year
· Your child is aged 0–11 (or up to 16 if disabled)
You must reconfirm your eligibility every 3 months.

How It Works
1. Set up a Tax-Free Childcare account online with HMRC
2. Pay money into your account
3. The government adds the top-up
4. Use the account to pay your childcare fees

Paying Through Famly
· Invoices are issued through Famly as normal
· Payments are made from your Tax-Free Childcare account, not through Famly
· The nursery will manually allocate the payment to your Famly account
· Payments may take a few days to appear

Important to Know
· Payments must be made by the parent
· Tax-Free Childcare cannot be used with childcare vouchers
· Any unpaid balance must be settled in line with nursery payment terms
· If eligibility is not reconfirmed, top-ups will stop

Getting Started
Apply online by searching “Tax-Free Childcare” on the government website.
Once set up, please let the nursery know you will be paying via Tax-Free Childcare.



Bank Details:
Sort code: 40-24-01
Account No. 61593730
36 Old London Road, OX33 1YW oxford@britishorchardnursery.com Tel: 01865 873259
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Enrolment Checklist
Please sign to agree you understand each of the following enrolment information:

Child’s Name:
Parent’s Name:
Date:
	Enrolment Checklist

	 
	Parent’s Signature

	Bank Holidays – I understand the nursery is closed on all Bank Holidays and that normal fees still apply.
	 

	Christmas Closure – I understand Christmas closure dates will be advised in advance and that although there is no charge, fees are annualised, meaning my bill in Dec will look the same
	 

	Fees & Fee Increases – I understand fees are payable monthly in advance, reviewed annually, and may increase each April. I understand a late payment penalty fee applies.
	 

	Policies, procedures and parent contract – I confirm that I have read and understood all nursery policies and procedures.
	 

	Illness – I understand the nursery’s illness policy and that the nursery follows Public Health England (PHE) guidance.
	 

	Terms & Conditions – I confirm that I have read and understood the childcare contract and terms and conditions.
	 

	Medication – I understand that written prior permission is required and that medication must be prescribed by a GP or Pharmacist with clear written instructions.
	 

	Attendance – I understand that I must inform the nursery if my child will be absent or not attending as scheduled.
	 

	Notice Period – I understand that a minimum of 4 weeks’ written notice is required and must be submitted to management. If using funded hours, this raises to 8 weeks as per the Local Authority
	 

	Permission Slips – I confirm the following have been completed and signed: Emergency Consent, Observations & Photographs, Off-Premises Activities, and Collection Arrangements.
	 

	Collection – I understand and agree to the nursery’s late and non-collection policy.
	 

	Sleep Declaration (Under 2 Years) – I confirm the sleep declaration form has been completed, signed, and understood (where applicable).
	 

	All About Me – I confirm the “All About Me” form has been completed and discussed with my child’s Key Worker.
	 

	Sun Cream – I will provide my child’s own sun cream, clearly labelled, to be kept at the nursery.
	 

	Famly App – I confirm that login details have been provided and that I can access and use the Famly system.
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Personal Details
	Name of child
	

	Gender
	

	Date of birth
	

	Home address

Postcode
	

	Religion
	

	Ethnic origin
	

	Nationality
	

	Language(s) spoken at home
	

	Details of any special educational needs/disabilities
	

	Preferred start date
	



About your family
	Mother/carer 1
	

	Title
	

	First name
	

	Surname
	

	Home address
Postcode
	

	Home tel number
	

	Mobile
	

	Home email
	

	Work address

Postcode
	

	Work tel number
	

	Work email
	

	Responsibilities (Tick all that apply)
	Parental responsibility	Payment of fees

Collect child from nursery	Contact in emergency



	Father/carer 2

Title

First name

Surname

Home address
Postcode

Home tel number

Mobile

Home email

Work address
Postcode

Work tel number

Work email

Responsibilities (Tick all that apply)
Parental responsibility 	Payment of fees

Collect child from nursery	Contact in emergency








	

















	
	Contact one
	

	
	Title
	
	

	
	First name
	
	

	
	Surname
	
	

	
	Relationship to the child
	
	

	
	Password for collection
	
	

	
	Address

Postcode
	
	

	
	Tel number
	
	Mobile
	
	

	
	Responsibilities (Tick all that apply)
	Collect child from nursery	Contact in	
emergency
	

	
	Contact two
	

	
	Title
	
	

	
	First name
	
	

	
	Surname
	
	

	
	Relationship to the child
	
	

	
	Password for collection
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	Address
Postcode
	

	Tel number
	
	Mobile
	

	Responsibilities (Tick all that apply)
	Collect child from nursery	Contact in
emergency



Medical details









Does your child have any	Yes / No (please circle) allergies?
If yes, please give details of the cause and reaction



Does your child have any	Yes / No (please circle) special dietary requirements?
If yes, please give details









Has your child had any of the following immunisations?

Please tick and date






Any other immunisations Name of GP
Name of surgery Address

Postcode Telephone number

Immunisation BCG
Diphtheria HIB
MMR
Meningitis C Poliomyelitis Tetanus Whooping cough

Date of immunisation
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	Health visitor details

	Name
	

	Address

Postcode
	

	Telephone number
	

	Other agency details

	Name
	

	Address

Postcode
	

	Telephone number
	

	Any other details that we should know about?





Sessions


	Session
	Mon
	Tues
	Wed
	Thurs
	Fri

	Full day
	
	
	
	
	

	Morning only
	
	
	
	
	

	Afternoon only
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Emergency consent
I agree to the registered person in the provision (or deputy in charge or nominated person) taking the necessary steps to ensure that my child 	[name of child] receives the best and most appropriate care, attention and treatment should there be an emergency or accident in the setting or while my child is on an authorised outing.

I understand that the registered person or deputy in charge or nominated person will make every effort to inform me of any emergency or accidents a soon as possible after the event but they may have to accompany	[name of child] to hospital in the case of a serious accident in my absence.

I give my permission for the registered person in charge of Oxford’s British Orchard Day Nursery or deputy in charge or nominated person to authorise hospital staff to administer essential treatment until my arrival.

Parent/Carer Name : 		 Parent/Carer Signature : 	 Date : 		


Observations and photographs

As part of our commitment to provide for the individual needs of your child we will observe all areas of development, and in partnership with you, record progress in those areas in order to plan appropriate activities within the nursery.

These observations and records will be available for inspection by Ofsted, otherwise they will be confidential and available only to you and those nursery staff involved in planning the early learning for your child.

The nursery offers training placements for childcare students who, in order to complete college assignments, will be asked to observe play. Individual students will be asked to gain your written permission to carry out these observations and use them in their assignment work.
Any photographs taken of your child by nursery staff or childcare students may be used in nursery displays but will not be taken off the premises.
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Please return to the nursery manager.

Name of Child………………………………………………………………………………… Date of birth…………………………………….................................................................
Room in nursery ……………………………………………………………………………...

*I do/do not give permission for nursery staff and childcare students to observe my child as described above, including photographs where necessary.

*I do/do not give permission for photographs of my child to be displayed in the nursery

*I do/do not give permission for photographs of my child to be used in nursery publicity material,
e.g. brochure, posters, flyers

*I do/do not give permission for photographs of my child to be used on the nursery website for promotional reasons only

*I agree/do not agree to my child being photographed and named in the press and on publicity materials.

*I agree/do not agree to my child’s photograph being added to the nursery facebook page Signed …………………………..………………..Relationship to Child ………………..… Primary carer/parental responsibility ……………………………….
Signed …………………………..………………..Relationship to Child ………………..… Primary carer/parental responsibility ……………………………….
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Permission for children to be taken off premises.

As part of early learning planning, the nursery will arrange local visits and walks in the neighbourhood to support children’s knowledge, understanding and experiences. For example, they could learn about different kinds of food and cooking ingredients during a trip to a supermarket or collect objects of interest for a collage or table display during a walk in the park.
For your child to take part in such activities we require written permission from their parent(s).

All outings away from the nursery will be assessed to identify risks and measures will be put in place to ensure children, staff and assistants are safe during their time away from the nursery (please refer to our visits and outings policy).
Adult to child ratios will be higher than normal on these occasions and we would welcome and appreciate any parents who would feel able to accompany us on short walks and trips.

Please note that separate letters and permission slips will be sent out for visits and trips further afield.

Please consider the above and return the completed permission slip to the nursery manager.


Name of Child ………………………………………………………………………………

*I do/do not give permission for my child to take part in trips off the nursery premises.

*I could/could not be available to help with nursery trips as detailed above. (*delete as appropriate)

Signed ………………………….………Relationship to Child ………………..………….. Primary carer/parental responsibility/ other ……………………………….
Signed ………………………….………Relationship to Child ……………….………….. Primary carer/parental responsibility/other ………………………………
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Sleep position disclaimer form

Standard Safety Practice: At Oxford’s British Orchard Nursery, we prioritise the safety and well-being of every child in our care. In accordance with the expert guidance provided by The Lullaby Trust and the NHS, our standard practice is to place all infants on their backs to sleep. This is globally recognised as the safest position to reduce the risk of Sudden Infant Death Syndrome (SIDS).


Parental Preference & Rolling Ability: We recognise that every child is unique and may have developed specific sleep preferences at home.
· Current Rolling Milestone: You confirm that your child,                                [Child's Name], is now able to roll from their back to their front and back again independently.
· Position Preference: You have informed us that once your child has been placed on their back, they prefer to move themselves into a different position (e.g., side or front) to sleep. 

Acknowledgement & Consent: By signing below, you confirm the following:
· You are aware of the NHS and Lullaby Trust "Back to Sleep" recommendations.
· You acknowledge that while we will always initially place your child on their back, we will allow them to find their own comfortable position now that they can roll independently.
· You accept that we will continue to monitor your child closely during sleep in accordance with our safe sleep policy.



Print name:


Signature:


Relationship to child:


I am happy/not happy for my child to sleep on their back. Position:
Date:
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Sun Cream

As we are sure you agree, the application of high factor sun cream is essential for your children whilst with us, especially in the warmer months,

We use the below suncream here at Oxford’s British Orchard Nursery. If you wish to supply your own, please let us know by signing the section labelled suncream on the enrolment checklist. If you are happy with the suncream below, please sign underneath to confirm.


Thank you for your co-operation in advance.


[image: Protect Baby by ASDA Sensitive Sun Lotion SPF50+ Very High 200ml]




I agree for the above suncream to be used on my child as and when necessary:
Childs Name:
Parent Signature:
Date:
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Notification of Allergies
Child’s name: 	

Date of Birth: 	/	/	

GP’s Name and Telephone Number:



Emergency Contact Information

	Name:
	
	Name:

	Relation to child:
	
	Relation to child:

	Address:
	
	Address:

	Home/work telephone number:
	
	Home/work telephone number:

	Mobile telephone number:
	
	Mobile telephone number:




What is your child allergic to?
Please outline all known allergies, the severity of the reaction and whether the allergy is triggered by ingestion, contact or inhalation.
















Is your child an EpiPen carrier?	Yes	No
If yes, what date does your child’s current EpiPen expire?
	/	/	

Please note that it is the responsibility of the parent or carer to ensure an in-date EpiPen accompanies the child to nursery at all times.


Does your child require any medication for their allergies?
Please outline all prescribed medication, the dosage required and how often it should be administered, special precautions, storage requirements and any known side effects.








What constitutes an emergency for your child? What action should the nursery take if this occurs?
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Is there any other information about your child’s
allergies that you would like the school to know?








I agree that the medical information contained in this form may be shared with individuals involved with the care and educatio	my child.n of



I understand that I must immediately notify the school, in writing, if there are any changes to the information provided on	s form.thi



Form Completed By: 	

Relation to Child: 	

Date Completed: 	/	/	
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Terms and Conditions



Admission
A completed childcare agreement form and enrolment fee are required to secure your child’s place. There is a minimum booking pattern requirement when joining Oxford’s British Orchard Nursery to ensure continuity for your child – 4 sessions a week. This can be made up of morning and afternoon sessions or 2 full days.

Fees and invoices
Childcare invoices are payable monthly, in advance for a calendar month of childcare, and paid by either Cash, BACS or standing order.

We accept Tax-Free Childcare payment for fees and childcare vouchers and have funding via the Local Authority as per the Government’s 15-hours and 30-hours initiative, please note all funding is stretched over 51 weeks that the nursery is open and not termly and therefore means if a child is eligible for 15 hours funding termly, they will receive 11rs and 10 minutes a week over 51 weeks, or 22 hrs and 24 minutes if receiving 30 hours. Each funded session week given is charged a voluntary consumable fee (see the current fee sheet).
All funding as per the initiative is the TERM AFTER a child’s birthday and not as of the birthday itself.
Invoices will be issued around the 20th of the month and be due for payment on the last day of that month. A charge of £25.00 will be made for fees outstanding after 1st of the month. Any parent or carer whose fees remain unpaid after 2nd of the month, risks their child’s place at the nursery being withdrawn.
Any payments that are cancelled or returned from the bank will incur a £25.00 administration charge.
Unless we are in breach of these terms and conditions all booked sessions must be paid for regardless of child’s attendance.
No refunds are given for sessions missed due to sickness or holidays, unavoidable nursery closure and once booking patterns have been confirmed no swapping of sessions is given.
Bank holidays are charged for. However, we are closed for one week over the Christmas period and this is not chargeable.
If you expect to be late collecting your child, please notify the nursery as soon as possible. If notified, the additional time will be charged at the standard hourly rate. Un- notified late collection will be charged at a rate of £10 per quarter hour to cover emergency staffing and other arrangements.
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The nursery is not responsible for collection of fees from any third parties except in the case of statutory nursery education funding allowance.
The nursery will give parents and carers one month’s notice of increase of fees which will normally be reviewed in April each year.

Opening times
The nursery sessions run from 08:00am to 18.00pm. The nursery is open for 51 weeks of the year except bank holidays. Christmas & New Year closure. The nursery closes at 1pm on the last day, before the Christmas break.

Termination, cancellation and change of sessions
One-month notice is required by either party for any change of session or termination of agreement. If in receipt of funding, this becomes 8 weeks notice. If parents choose to leave prior to the end of their notice, fees are non-refundable. The minimum period for any permanent change of sessions is one month. If the notified start date is changed by the parent under one month, we reserve the right to change from the original start date notified on the agreement form.
If your child becomes ill or on holiday and do not attend their booked session/s the nursery does not offer a swapping facility. However, extra additional sessions can be requested with 24 hours’ notice at sessional/daily cost if available, however, if you choose to not use the extra session booked it is still chargeable and non-refundable. The nursery reserves the right to terminate the agreement with immediate effect in case of non-payment of fees, or if a parent, carer, or child displays abusive, threatening or otherwise inappropriate behaviour, or for any other reasonable cause, such as a breakdown of relationship. Intimidation or abuse of our staff will not be tolerated and may result in immediate termination. In all other cases the standard notice period of one month will apply.


Personal Property and Belongings
The nursery cannot be held responsible for any loss or damage to any parent’s carers’ or child’s property or belongings. Every reasonable effort will be made by the nursery staff to ensure that property or belongings of any parent, carer or child is not damaged. Please ensure your child’s clothing is clearly labelled and we do not allow toys, books and equipment from home to nursery unless they are comforters, such as dummies, blankets, and small soft toys.

Liability
The nursery accepts no liability for any losses suffered by parents arising directly or indirectly, because of the nursery being temporarily closed or the non-admittance of your child to the nursery for any reason. We accept no responsibility for children whilst in their parent’s care on nursery premises. We will not be liable to parents and/or children for any economic loss of any kind, for damage to the child’s or parent’s property, for any loss resulting from a claim made by any third party or for any special, indirect, or consequential loss or damage of any kind.
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Accidents and Illness

The nursery reserves the right to administer first-aid and any emergency treatment as required. Parents will be informed of all accidents and will be asked to ‘sign’ and acknowledge an accident record form via our online system; Famly. If emergency treatment at hospital is required, the nursery will make reasonable attempts to contact the parents but if this not possible we are authorised to act on behalf of the parents and authorise any necessary emergency treatment. We will administer prescribed medicines only if parents have completed a medicine consent form.

We may require parents to withdraw their child from nursery if they require special medical care or attention which is not available or refused by the parent, or it is considered that the child is not well enough to attend nursery. We may also ask parents to withdraw their child from the nursery if we have reasonable cause to believe that the child is suffering from or has suffered from any communicable disease or infection and there remains a danger that other children may contract such a disease or infection. Please refer to our health illness and emergency policies regarding exclusion and incubation periods by which we are bound.
Parents must inform the nursery if the child is suffering from any illness, sickness, or allergies before attending the nursery. The nursery is mindful of the needs of working parents and will endeavour to provide as much continuity of service as possible within the recommendations of the “UK Health Security Agency” by which the nursery is bound.


These terms and conditions represent the entire agreement and understanding between the parents (including other carers) and the nursery. Any other understandings, agreement, warranties, conditions, terms, and representatives, whether verbal or written, expressed or implied are excluded to the fullest extent permitted by law.
We reserve the right to update/amend these terms and conditions at any time. One month’s notice will be given of any changes made.
The nursery is operated by British Orchard Nursery Ltd.

I have read and understand these terms and conditions and agree to be bound by them.	Signed
(parent)………………………………………………………………………………	Print name……………………………………………………………………………………
Date…………………………………………………………………………………………..
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Introduction 
Oxford’s British Orchard Nursery is committed to creating a safe and secure environment for all children. We believe that every child has the right to be protected from harm, abuse, and neglect, and we recognise our fundamental responsibility to safeguard and promote the welfare of every child in our care. 
 
This policy outlines the nursery’s procedures for identifying, reporting, and responding to concerns about a child’s safety and well-being. It aligns with the statutory guidance in Keeping Children Safe in Education (KCSIE), the Early Years Foundation Stage (EYFS), the Children Act 1989 and 2004, and local authority safeguarding procedures. 
 
We believe that safeguarding is not just about responding to concerns but also about building a culture where children are respected, listened to, and empowered to develop the skills to keep themselves safe. 
 
Principles of Safeguarding 
Our safeguarding practice is guided by the following core principles: 
· The welfare and safety of the child are paramount. 
· All staff, volunteers, and students have a responsibility to be vigilant and to act on any concerns they may have about a child's welfare. 
· We will work in partnership with parents, carers, and external agencies to ensure children receive the support they need. 
· All allegations and disclosures will be taken seriously and handled in a sensitive, professional, and confidential manner. 
We are committed to promoting equality, inclusion, and respect for all children regardless of age, gender, race, culture, religion, or ability. 
 
Legal and Policy Framework 
This Safeguarding and Child Protection Policy is underpinned by the following UK legislation and statutory guidance: 
· The Children Act 1989 and 2004, which place duties on services to safeguard and promote the welfare of children. 
· The statutory framework for the Early Years Foundation Stage (EYFS), which sets out requirements for learning, development, and safeguarding in early years provision. 
· Keeping Children Safe in Education (KCSIE), which provides statutory guidance for schools and early years providers on safeguarding responsibilities. 
· Working Together to Safeguard Children, which outlines the multi-agency approach to safeguarding and child protection. 
· Local authority safeguarding procedures and referral pathways, including the Local Safeguarding Partnership (LSP) and the Multi-Agency Safeguarding Hub (MASH)/Front Door service. 
 
These frameworks collectively inform our safeguarding duties and provide the structure within which our nursery operates to protect and promote the welfare of every child. 
 
Designated Safeguarding Lead and Safeguarding Structure 
Designated Safeguarding Lead (DSL): Emily Sloan (Manager) 
Oversees all safeguarding matters, acts as the point of contact for staff and external agencies, maintains safeguarding records, and ensures all staff receive appropriate training. 
 
Deputy DSL: Nikita Eyre (Deputy / Pre-School Room Lead) Supports the DSL and acts in their absence. 
 
All Staff, Volunteers, and Students: Must be familiar with this policy, understand their responsibility to report concerns, and participate in regular safeguarding training and updates. Everyone must remain vigilant, follow safeguarding procedures, and maintain professional boundaries. 
 
Aims 
· To protect children from harm, abuse, and neglect. 
· To ensure staff are confident in identifying, responding to, and reporting safeguarding concerns. 
· To create a safe environment where children feel secure and able to express themselves. 
· To embed safeguarding into daily routines, teaching, and relationships with families. • 	To ensure safeguarding systems are continually monitored, reviewed, and improved. 
 
Safeguarding Procedures 
When Staff Suspect Abuse or Neglect 
· Step 1: Observation and Recording – Staff must record any concern immediately using the nursery’s safeguarding incident log. Records should be factual, dated, and timed, with a clear description of the observation. Assumptions or leading questions must be avoided. 
· Step 2: Immediate Reporting to the DSL – Any concern, disclosure, or sign of abuse (including physical, emotional, sexual, neglect, or child-on-child abuse), no matter how small, must be reported to the Designated Safeguarding Lead (DSL) on the same day. The DSL will review the information and decide on the appropriate next steps. 
· Step 3: Referral to External Agencies – The DSL will assess the concern, take appropriate action, and seek advice from the Local Safeguarding Partnership (LSP) as required, following local referral pathways. Where thresholds are met, the DSL will make a referral to Children’s Social Care via the Local Safeguarding Partnership and the MASH/Front Door. The DSL will also inform Nursery management and Ofsted where required. 
 
Oxfordshire MASH (Multi-Agency Safeguarding Hub) 
Telephone: 0345 050 7666 
Email (secure referrals): mash-childrens@oxfordshire.gov.uk 
Out of hours emergency duty team: 0800 833 408 
Online info: Oxfordshire Safeguarding Children Board 
 
Step 4: Information Sharing – Information will be shared on a need-to-know basis, in line with Information Sharing Advice for Practitioners (2018). The DSL will maintain detailed records of all referrals and communications. 
 
Allegations Against Staff or Adults in the Setting 
· Any allegation of abuse made against a member of staff, a volunteer, or a student will be handled seriously and without delay. 
· Concerns must be reported immediately to the DSL or, if the allegation is against the DSL, to the Manager / Business Support Manager. 
· The DSL will immediately inform the Local Authority Designated Officer (LADO) and seek guidance from the Local Safeguarding Partnership (LSP) and the MASH/Front Door service. 
· We notify Ofsted of any allegation of serious harm or abuse by any person living, working, or looking after children on the premises, and of the action taken, as soon as reasonably practicable and within 14 days of the allegation being made. 
· Allegations are treated seriously, logged, and investigated promptly and fairly. Staff may be suspended or reassigned during investigations to protect children. 
· Whistleblowing procedures are in place so staff, volunteers, and students can raise concerns without fear of reprisal. If concerns cannot be raised internally or are not addressed, staff may contact the NSPCC Whistleblowing Advice Line on 0800 028 0285 or by email at help@nspcc.org.uk or raise a complaint directly with Ofsted. We will follow the steps outlined after any whistleblowing report. 
· We record and review low-level concerns about adults, apply the harm threshold consistently, and escalate to the LADO and/or DBS where criteria are met. 
 
This policy should be read in conjunction with the nursery’s Allegations Against Staff and Volunteers Policy for detailed procedures. 
 
Safe Use of Mobile Phones, Cameras, and IT 
· Personal mobile phones are not permitted in classrooms or used in front of children. 
· Staff must use nursery-approved devices for capturing observations or images of children. 
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Photos or videos are stored securely and used only for educational purposes with parental consent. 
· Internet use is monitored, and staff model responsible digital behaviour. 
· Children are taught simple digital safety awareness appropriate to their age. 
 
Safe Recruitment and Staff Suitability 
· All staff and volunteers undergo robust recruitment checks including identity verification, right to work in the UK, employment history, references, qualifications verification, enhanced DBS checks with barred list information, and overall suitability assessments. A health declaration may be requested only to confirm fitness to work in line with safeguarding requirements. 
· All staff complete childcare disqualification declarations at induction and must report any changes immediately. The setting will act in line with EYFS requirements if disqualification criteria apply. 
· No staff member may begin work with children until all checks are satisfactorily completed. 
· Ongoing suitability is reviewed through regular supervision, appraisal, and observation of practice. 
· Staff must disclose any changes in personal circumstances that may affect their suitability. 
 
Safeguarding Training and Continuous Development 
· All staff receive safeguarding induction training before starting work with children. 
· All practitioners receive safeguarding induction and ongoing updates. Formal safeguarding training is renewed at least every two years, with annual refreshers provided where appropriate. 
· The DSL and deputies undertake enhanced training in line with the requirements of the Local Safeguarding Partnership and will maintain their knowledge through continuous professional development. 
· Safeguarding is embedded in supervision, staff meetings, and annual appraisals. 
· Training covers: recognising signs of abuse, responding to disclosures, safe working practice, online safety, Prevent awareness, and inclusion of children with additional vulnerabilities. 
· Concerns relating to radicalisation or extremist views are referred via MASH and, where appropriate, to the government’s Channel programme, in line with the Prevent Duty. 
 
Definitions of Abuse 
· Physical abuse: Causing harm through hitting, shaking, burning, or other physical injury. 
Emotional abuse: Persistent emotional maltreatment that impacts a child’s self-esteem or emotional development. 
· Sexual abuse: Forcing or enticing a child into sexual activity, including online exploitation. 
· Neglect: Persistent failure to meet a child’s basic physical or emotional needs. 
· Child-on-child abuse: Harm inflicted by other children, including bullying, sexual harassment, or exploitation. 
 
Partnership with Families 
· Safeguarding is a shared responsibility. We work closely with parents and carers, providing information, guidance, and support. 
· Parents are introduced to this policy during enrolment and updated through meetings, workshops, and newsletters. 
· Concerns about a child’s welfare are discussed openly with parents whenever safe and appropriate. 
· Safeguarding includes monitoring attendance. Procedures for following up on absences, spotting patterns, and escalating concerns are detailed in the nursery’s Attendance Policy. 
 
Monitoring and Review 
· This policy is reviewed annually or sooner if guidance changes. 
· It must be dated by the reviewer, with their name and role recorded. 
· Learning from incidents, audits, and feedback from staff, children, and families informs improvements. 
· Safeguarding is a standing agenda item at staff meetings to ensure continuous reflection and accountability. 
 
Confidentiality 
All information relating to safeguarding concerns is treated as confidential. However, confidentiality cannot be guaranteed if a child is at risk of harm. In such cases, the welfare of the child takes precedence over all other considerations.  
Safeguarding records, including referrals and allegations, are kept chronologically, securely, and are immediately available for inspection by Ofsted 
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