PARENT’S POLICY PACK
At your registration visit you will have received a document which contains a link to this
digital parent’s policy pack as well as a signed declaration that you have access to the polices
and will read them in full. Attendance at any ABBEY Sure Start programme requires
compliance to our statement of values as well as the following policies.
This document contains the main policies which apply to families registered with ABBEY Sure
Start. There is a complete policy folder on each site which can be accessed at any time,
including our main office which is open Monday-Friday 9am-5pm.
Please read the policies carefully and if you have any questions or queries feel free to contact
us on 02890860938 or email admin@abbeysurestart.co.uk and we will be happy to help.
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Values positive partnerships with parents/carers
You
Know your child best
Have educated him or
her up to this point
Have encouraged him or
her
Know what they like
Know how they may react
to things
Understand how they
may be feeling
Know if anything may be
affecting them

We want to enable your
child to
Develop to their full
potential
Feel happy and secure
Have fun
Feel valued
Experience and explore
the world around them
Form relationships
Become independent

In order to achieve this together we ask that the parents and staff sign the
ABBEY Sure Start charter and agree to



Do Show respect and consideration to each other and the children at all times
Do not use threatening language, language that is negative to groups or individuals or swear




Do be positive with your child whilst playing and use calm voices
Do not smack, be rough or shout at your child




Do bring healthy drinks and snacks if you feel your child may need them
Do not bring sweets, crisps or sugary drinks into session




Do ensure your child has a good experience at Abbey Sure Start
Do not leave your child unsupervised at Stay and Play sessions or be late picking them up




Do ask a member of staff if you want to take photographs
Do not take photos without permission from parents




Do keep mobile phones in your bag
Do talk to a staff member if you may need to take an emergency call




Do wear neutral, symbol free clothing
Do not wear clothing associated with clubs or organisations

Finally, we are a non-smoking organisation therefore smoking or using e cigarettes is not permitted
inside or around any of Abbey Sure Starts premises. For advice on quitting please go to your pharmacist
or GP
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Admissions Policy
General
The purpose of Sure Start is to work with parents and children to promote the physical, cognitive,
social and emotional development of children ages 0-4 years particularly those who are
disadvantaged – to ensure they can flourish at home and when they get to school. (DHSSPS
guidance 2000)

The Sure Start Programme is supported by key foundation principles:
 To coordinate, streamline and add value to existing services for young children and their
families in local communities
 To involve parents
 To avoid stigma
 To be sensitive to local family’s needs
 To promote the participation of all local families

Sure Start Projects are locally based and operate in areas of highest need; through a holistic
range of services and partnerships and through the development of local projects which must
reflect that of the investment:





Adds value to existing/planned services
Is based upon evidence of what interventions are successful
Imaginatively responds to local need
Is informed by strategic direction

Within all Sure Start projects these core elements must be evident, ensuring the needs of parents
and children are being met and an effective response to Sure Starts’ objectives exist.

The Core Services of Sure Start:
 Outreach and home visiting services, to make contact as early as possible in the child’s
life and draw families into using other services
 Family support, including, social support and parenting information, both group and
home based
 Good quality play, learning and child care experiences for children, both group and home
based
 Primary and community healthcare and advice
 Support for children with additional needs, both within the Sure Start services offered
and through signposting to more specialised services where necessary
 Support for parents through provision of childcare to enable them to access training
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ABBEY Sure Start
Registration criteria for ABBEY Sure Start:
 To live within the wards covered by ABBEY Sure Start
 To be expecting a child, or be the parent or guardian of a child aged 0-4 years

Registration Process for ABBEY Sure Start:
 Interest can be registered through self-referral or referral through a professional by
contacting ABBEY Sure Start
 A Health Visitor or Family Support Worker will then contact you to arrange a home visit
to provide more information and fill out the registration pack

Stay and Play, Crèche and Parent’s Programmes

Registration criteria to attend Stay and Play sessions:
 To be registered with ABBEY Sure Start
 For your child to be the correct age for the programme (see programme details)
 To be able to stay at the session or to nominate an appropriate adult to stay with the
child at all times
Registration criteria for children attending supporting Parent Programmes:
 To be registered with ABBEY Sure Start
 For the parent/guardian to be attending a programme at ABBEY Sure Start

Guidelines to register for Stay and Play sessions or Parent Programmes:
 A programme planner and booking form will be posted or emailed out to each registered
family detailing the programmes available
 Register your interest by completing the booking form and submitting before the closing
date – your details will be taken and put on the database waiting list
 Places will be allocated dependent on
 The age range of the children
 The ratio of staff needed



Before the start of the programme, confirmation that a place has been allocated will be
given by the Office Manager.
If programmes are oversubscribed your name may be placed on a waiting list.
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Role of Programme Facilitators:
 To collect completed attendance list from the Office Manager.
 To manage the waiting list if applicable.
 To inform families of places if applicable
 To monitor attendance and contact parents who haven’t attended programme
 To ensure attendance sheets are completed, signed by parents and submitted to admin
assistant.

Developmental Programme for 2-3 Year Olds (formerly Terrific Twos)

Core Registration Criteria for Terrific Twos Programme:
 To be registered with ABBEY Sure Start
 Child to be a minimum age of 2 years and 2 months by 1st September
 Child to reside in catchment area
The above criteria will be applied in order to allocate places on the Terrific Twos Programme.
Should there be insufficient places for the number of applications that fulfil the core criteria then
sub criteria (see below) will be applied:
Sub Criteria:
 A child whose parents/guardians are affected by mental health issues/disability
 A child whose first language is not English
 A child whose family has three children under school age
 A child whose family has multiple births
 A child with a disability or additional need
 A child whose immediate family member has a disability or additional need
 A Looked After or fostered child
 An only child or with a sibling with a large age gap
 A child known to social services
Should there still be insufficient places then children will be allocated places dependent on age

Waiting List
In the event there is no current availability within the groups / programmes, you may wish to
join our waiting list. There is no fee for registering or for joining the waiting list; however we do
ask that you inform us if your child no longer requires a place so that we can remove them from
the list.
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Additional Needs Policy and Procedure

At ABBEY Sure Start we welcome the inclusion of all children whatever their individual needs
may be. All children have the right to achieve and develop to their full potential. We believe
that having inclusive policies benefit all children and is a positive experience that reflects the
diversity of our community. We are committed to working with all children to meet individual
needs. We will not exclude any child on the ground of their additional needs and will strive to
meet their needs and remove any barriers that may arise.

Policy Context
This policy links with several regional strategies, policies and legislations:

-

Every Child Matters (2003). Every Child Matters was replaced in NI with ‘Our Children
and Young People – Our Pledge’. This document was a 10-year strategy for children and
young people in NI, similar to Every Child Matters. It identified that not all children have
an equal start in life and that targeted support should be available to particular groups
to ensure that all children have the opportunity to fulfil their potential.

-

Families Matter: Supporting Families in Northern Ireland; Regional Family and Parenting
Strategy (2009). This strategy supported the aims and objectives of ‘Our Children and
Young People, Our Pledge’, and set out a vision for improving support and services for
families and children. The proposed outcomes of ‘Families Matter’ included; Being
Healthy; Keeping Safe; Enjoying, Learning and Achieving; Making a Positive Contribution;
Economic Wellbeing; and Enjoying your Rights. Enjoying, Learning and Achieving –
getting the most out of life and obtaining the skills and confidence to realise their
potential. Children and young people should be supported to achieve their potential by
supporting their families and affording them access to both universal and specialist
services.

-

The Special Educational Needs and Disability Act (Northern Ireland) 2016 – SEND Act.

-

The Children (NI) Order, 1995

-

UN Convention on the Rights of The Child (1990)
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At Abbey Sure Start we aim to:
-

value all children equally and provide opportunities for equal access to the curriculum
provide a broad and balanced curriculum that is accessible to all children and recognises
individual need
recognise that some children will need additional support to ensure access to the whole
curriculum
recognise the importance of early identification and assessment of children with
additional needs
work in partnership with parents, valuing their views and knowledge and keeping them
fully involved in their child’s learning experience
work collaboratively with other agencies to meet the child’s individual needs where
necessary
keep up to date with current policies and initiatives and attend training on Special
Educational Needs whenever possible
appoint a Special Educational Needs Coordinator (SENCo) who will monitor the needs
and progress of all children with additional needs / special educational needs (SEN)

Admission
-

-

-

When a child with a Special Educational Need is registered with Abbey Sure Start, the
usual admission arrangements will be made.
Parents / carers have the opportunity to discuss with the SENCo and key worker, whether
any additional resources or adaptations to the setting will be required, or any specific
training needed for staff
The settling in / transition policy and procedure will be followed and flexible
arrangements will be made in response to the needs of the child.
Before looking after a child with additional needs, the Registered Person or SENCo
ensures that the physical environment is suitable for that child. This includes changing
facilities where required.
Staffing arrangements must meet the needs of individual children with additional needs
that attend the setting.

Identification and Assessment of SEN
-

-

If the Registered Person, person in charge or SENCo identifies a child in their care as
possibly having additional needs, the observations and information are sensitively
discussed with the parents and they are encouraged to seek relevant help. An individual
care plan for the setting may be developed. Children’s rights to privacy and
confidentiality are respected when discussing potential additional needs.
The Registered Person, person in charge or SENCo consults with parents about the child’s
needs, including any special services or equipment for a child with additional needs.
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-

-

If a child is identified as a child in need (Article 17, Children (NI) Order 1995), the
Registered Person or SENCo , with the knowledge of the parents, gives appropriate
information to the referring agencies.
Staffing arrangements must meet the needs of individual children with additional needs
that attend the setting.

Management of SEN within ABBEY Sure Start

The responsibility for the day to day implementation of the policy is that of the SENCo. The
SENCo is Cathy Todd. The designated SEN Board member is Joyce Rainey
The role of the SENCo
 To oversee the operation of this policy
 To coordinate provision for children with special educational/additional needs
 To liaise with and advise staff
 To oversee the records on all children with SEN/AN
 To liaise with parents in conjunction with supervisors
 To liaise with external agencies
 To maintain and monitor the SEN/AN register

The role of staff – all staff have a responsibility to provide quality provision for a child with
SEN/AN and
 To provide a caring and inclusive environment
 To provide appropriate resources and individual support
 To adapt the environment or curriculum as appropriate or reasonable
 To provide alternate learning materials / resources
 To maintain records in line with ABBEY Sure Starts policies
 To maintain confidentiality
 To foster positive and effective partnerships with parents
 To foster effective partnerships with outside agencies
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Record Keeping
ABBEY Sure Start will record the steps taken to meet children’s individual needs. The supervisor
in partnership with the SENCO will maintain the records and ensure access to them. Records will
include:






Information from parents
Information on progress and behaviour
Information from health/social services
Information from other agencies
Short term targets







Support strategies
Provision made
Date for review
Success and/or exit criteria
The outcomes recorded at review

The individual plan will record only which is different from or additional to the normal
differentiated curriculum and will concentrate on three or four individual targets that closely
match the child’s needs. The individual plan will be discussed with the parent and other relevant
agencies.

Request for Statutory Assessment
ABBEY Sure Start will request a statutory assessment from the educational and library board
when, despite an individualised programme of sustained intervention, concerns remain. This
will be sought in consultation with the parents and or outside agencies. ABBEY Sure Start will
have the following information available:









The interventions
Current and past individual plans
Records and outcomes of regular reviews undertaken
Information on the pupils health and relevant medical history
Other relevant assessments from specialists
The views of parents
Social care/educational welfare service reports
Any other involvement by professionals
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Statement of special educational need will normally be provided where, after a
statutory assessment, the education and library board considers the child requires provision
beyond what the ABBEY Sure Start can offer. However, ABBEY Sure Start recognises that a
request for a statutory assessment does not inevitably lead to a statement.

Partnership with Parents / Carers
ABBEY Sure Start will work in partnership with parents and carers we do so by:
 Keeping parents and carers informed and giving support
 Working effectively with all other agencies supporting children and their parents
 Giving parents and carers opportunities to play an active and valued role
 Making parents and carers feel welcome
 Ensuring all parents/carers have appropriate communication aids and access
arrangements
 Providing all information in an accessible way








Encouraging parents/carers to inform ABBEY Sure Start of any difficulties they perceive
their child may be having or other needs the child may have which needs addressing
Instilling confidence that ABBEY Sure Start will listen and act appropriately
Focusing on the child’s strengths as well as areas of additional need
Allowing parents/carers opportunities to discuss ways in which they and ABBEY Sure Start
can help their child
Agreeing targets for the child
Making parents and carers aware of the partnership with parents policy

Links with other Services
Effective working links are maintained with:
 ABBEY Sure Start health visitors
 ABBEY Sure Start speech and language therapists
 ABBEY Sure Start FSW for additional needs
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Transitions
In order that the child’s transition from one setting to another is positive ABBEY Sure Start will:
 Invite relevant parties to a transitions meeting
 Have available all plans and records
 Arrange visits for relevant people to its own site and the new site
 Agree a transitions plan for the child in consultation with all relevant people
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Behaviour Management Policy and Procedure
ABBEY Sure Start recognises the need to set reasonable and appropriate boundaries to help
children manage their behaviour and keep safe. We believe that if children’s behaviour is
managed positively, children feel secure and confident to express their feelings and to
understand the impact their behaviour can have on others. We promote the development of a
sense of right and wrong by teaching your child the appropriate way to act and discouraging
unacceptable behaviour. Sometimes it is necessary to help children understand their own
boundaries in certain situations, explaining why we do not accept certain behaviours.

By settling disputes with their peers, children gain an understanding of how to respect the needs
of others while meeting their own needs. They learn that there is often more than one 'right'
side to a dispute, that feelings are important, and that there are many possible 'win-win'
solutions." Betsy Evans Adjunct Consultant, High/Scope Educational Research Foundation

Staff role and responsibility in promoting a positive behaviour policy :
(For the purposes of this policy, ‘staff’ refers to staff, parents, visitors, and volunteers)


Recognising good behaviour



Encouraging self-discipline and respect for others



Setting realistic expectations



Being a good role model



Providing encouragement not instructions



Being consistent



Giving praise attention and appreciation



Building self-esteem, respect, tolerance and self-regulation
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Positive behaviour strategies used at ABBEY Sure Start include:

Strategy

Definition

Structuring the
environment

Ensuring the ethos is respectful, Day to day set up of environment,
stimulating / age appropriate and planning and observations
interesting
environment,
appropriate routines and realistic
expectations

Planned ignoring

No attention to minor/harmless, Refusal to join in part of routine,
attention-seeking behaviour
seeking attention by doing a
harmless action. Consider why child
is displaying behaviour and if
strategy is appropriate

Prompting

Gentle reminders of what needs Minor repeated behaviour e.g.
to stop or be prepared for. This dropping sand on floor, running in
can be verbal or signals
setting

Active listening

Listen to what the child has to say Child seems frustrated, angry, upset
and explore and acknowledge
their feelings

Interpretation and
interference

Verbalise what has happened and Disputes
over
turn
taking,
ask the child if there was another disagreements on use of resources
way that they could have acted.

Backing away

This is not backing down but
giving the child time to calm
down before you discuss the
situation. You can allow the child
to back away through offering
them a verbal/physical way out or
you back away and return when
you feel it is appropriate
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Examples of when to use

Child running away when being
talked to. Child becoming angry or
frustrated, child needing to finish
something beforehand. Staying and
continuing to challenge someone
who is angry will make the situation
worse.
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Affection

If a child’s behaviour is motivated Take lead from child i.e. if child
by fear, anxiety or uncertainty
indicates a need for affection or if you
feel they need affection. If child
indicates they don’t want affection,
then this should be stopped
immediately. Affection is appropriate
touch, sitting on knee, stroking hair

Helping out

Where the child is stuck, providing Take lead from the child – if the child
assistance can help overcome seems frustrated about to give up or
feelings of failure or inadequacy. asks for help

Getting closer

Quietly going where the problem is Area or children has the potential to
become unproductive – play alongside

Involvement and interest

Adults becoming involved in a Follows on from getting closer. Adult
situation
should talk about what children are
doing, not behaviour

Redirection/distraction

Trying to refocus the child away If situation could escalate or
from what they are doing now, on behaviour is disrupting purposeful
to something else.
play

A directive
statement/direct appeals

A clear instruction to the child to Should be non-judgemental i.e. the
stop certain behaviours or start xxxx needs to stop and then followed
something else.
by another appropriate strategy or
explanation of why behaviour needs
to stop

Cool Down

Ask children to move away to Should only be used after other
another or quieter area to calm strategies have been tried or there is
down.
immediate danger to the child or
others. Cool down time must be with
an adult to discuss behaviour. The
child should not be restrained in any
way. It should not be used for isolation
purposes.

NB this is not an exhaustive list or a list that is in a progressive order
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In accordance with the ethos of the UN Convention on the Rights of the Child
which states that a child should be free from harm and not subject to any behaviour that
undermines his/her dignity, physical punishment or any action which serves to humiliate the
child will not be tolerated or condoned by ABBEY Sure Start. It is our belief that using negative
words like “no” and “naughty” are unhelpful and leave no room for movement. If a child presents
us at any time with unacceptable behaviour, staff will approach the situation in the following
way:


Intervene at the time of conflict in order to establish the cause of upset.



Talk to the children involved to gauge their feelings and reactions to the situation.



Ask each child how they feel and how the other must be feeling so that both may realise
that it is not just one person involved.



In younger children who are not yet able to reason diversionary tactics, distraction would
be used at this time.



Where possible staff will anticipate and defuse difficult situations before disagreements
arise that children might find hard to handle.

Where it is possible children will be encouraged to resolve their own conflicts with adult support
by :
The adult will

Action

Approach calmly, stopping any Place yourself between the children, on their level; use a
hurtful actions
calm voice and gentle touch; remain neutral rather than
take sides.

Acknowledge children's feelings Say something simple such as “You look really upset;” let
children know you need to hold any object in question.
Gather information
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Ask “What's the problem?” Do not ask “why” questions as
young children focus on that what the problem is rather
than understanding the reasons behind it.
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Restate the problem

“So the problem is...” Use and extend the children’s
vocabulary, substituting neutral words for hurtful or
judgmental ones (such as “stupid”) if needed.

Ask for solutions and choosing Ask “What can we do to solve this problem?” Encourage
one together
children to think of a solution but offer options if the
children are unable to at first.
Be prepared to give follow-up Acknowledge children’s accomplishments, e.g., “You
support
solved the problem!” Stay nearby in case anyone is not
happy with the solution and the process needs repeating.

These steps have been adopted from the High/Scope Conflict Resolution steps. These may be
used when adults feel that the children are developmentally ready for this approach.

Guidelines for using behaviour management strategies:
When choosing a strategy staff should consider
 The age of the child
 The incident
 The situation
 The number of occurrences
 Safety
 The amount of time given to a strategy
Guidelines on appropriate body language
As some children’s language is not fully developed, children are sensitive to body language and
facial expression. Staff should be mindful of:
Body language and facial
expression
A child’s personal space
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Do

Don’t

Keep a distance that is
Invade it by being very close
comfortable and where the
and containing the child
child can remove itself from if
wanted
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Hand gestures
Facial expression
Position
Eye contact
Tone of voice

Use appropriate touch e.g.
touching arm
Show empathy, active
listening, and understanding
Get down to child’s level

Hold up hands or point or wag
finger at child
Express anger or
disappointment
Stand over child

Look at child
Change tone to indicate
situation

Stare down child, narrow eyes
Shout, be threatening or
intimidating

Persistent inappropriate behaviour
If all of the above have been tried consistently and there is still a need for modification
of behaviour, the following methods will apply:



If a certain behaviour is unacceptable, where appropriate to the age of the child, the
reasons why this is unacceptable will be explained to the child.



Whilst reassuring the child that it is the behaviour which is unacceptable and not the child,
firm guidance will be given should the unacceptable behaviours arise again.



At all times praise is freely given to the child at the slightest sign of positive change in
behaviour.



During this period the Manager will talk with the parent/carer in order to inform them of
the situation and to ask if they are experiencing similar difficulties.



Any intervention to a reoccurring problem will be taken in partnership with the child’s
parent / carer using objective observation records to establish the cause.



Staff will always discuss concerns with parents / carers but this will always be balanced with
some positive feedback.



Advice will be given if it is needed regarding help from outside agencies.



A record will be kept of incidents which occur and daily written observations made to learn
what the trigger cause was.



We will use ABC (Antecedent, Behaviour, Consequence) forms to ascertain if there is a
pattern, trigger, frequency, what happens before and after.



When a child’s challenging behaviour is dangerous or is disrupting others, and distraction
has not worked, we will direct the child to some alternative activities or some quiet cool
down time with an adult present. Behaviours such as biting and hitting will be recorded on
an incident form and shared with the parent / carer so that strategies for elimination of this
behaviour can be put into place both at home and at Sure Start.
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In extreme circumstances where physical intervention is absolutely

necessary to avert immediate danger of personal injury to any person (including the child),
a written record of the intervention will be kept detailing the name of the child and
members of staff involved in the intervention, and the reason why such intervention was
necessary. In these circumstances, parents / carers will be informed of the intervention on
the same day.


On rare occasions it may be necessary to agree with the parent shortened sessions or
removal from the setting at certain times. This will be discussed with the line manager and
agreed with the Project Manager before any decisions are made. Staff will ensure that the
parent is a full partner in these decisions and that all strategies are to support the behaviour
of the child. It will be reviewed regularly, working towards the child attending the setting
for the whole session.



As a last resort other services may be put in place to support the child and family.

The role of the Sure Start Manager (or person to whom such responsibility is delegated):
- To make sure that all Abbey SureStart staff are aware of the Behaviour
Management policy, and that this is included in the induction of every new staff
member.
- To make sure that all staff are consistent and work together in their approach
to dealing with children’s behaviour.
- To encourage and guide the staff team in being positive role models.
- To encourage and guide the staff team in following agreed strategies for
managing unwanted behaviour, such as distraction, ignoring, and ‘cool down’
time.
- To make sure that parents/carers are told about their child’s unwanted
behaviour at the right time and in a respectful way, remembering to ensure
privacy and confidentiality when the discussion is taking place.
- To make sure that staff record and monitor incidents of unacceptable
behaviour correctly.
- To take part in available, relevant training and pass the information and
learning back to the team.
- To lead the annual review of the policy.

BITING
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Biting is fairly common amongst young children and it is one of the things that
concerns adults the most. Biting is often very painful and frightening for the child who is bitten.
It can also be frightening for the child who bites, because it upsets the child and can also cause
a strong reaction from the adult. Biting can make the child who bites feel very powerful because
of the strong reaction that it brings. It happens for different reasons with different children and
under different circumstances. The first step in learning to control it is to look at why it may be
happening.
1 Why children bite
Exploration:
Babies and toddlers learn by touching, smelling, hearing and tasting. If you give a baby a toy, one
of the first places it goes to is the mouth. Tasting or “mouthing” objects is something that all
children do. Young children do not always understand the difference between gnawing on a toy
and biting someone.
Teething:
Children begin teething around the ages of four to seven months. Swelling gums can be tender
and can cause a great deal of discomfort. Babies sometimes find relief from this discomfort by
chewing on something. Children this age do not truly understand the difference between
chewing on a person or a toy.
Cause and effect:
Around the age of 12 months, babies become interested in finding out what happens when they
do something. When they bang a spoon on the table, they discover that it makes a loud sound.
When they drop a toy from their cot, they discover that it falls. They may also discover that when
they bite someone, they get a reaction.
Attention:
Older toddlers may sometimes bite to get attention. When children are in situations where they
feel that they are not receiving enough attention they often find a way to make others sit up and
take notice. Biting is a quick way to become the centre of attention – even if it is negative
attention.
Imitation:
Older toddlers love to imitate others. Watching others and trying to do what they do is a great
way to learn things. Some children see others bite and decide to try it out themselves.
Independence:
Toddlers are trying so hard to be independent – “mine” and “me do it’ are favourite words.
Learning to do things independently, making choices, and needing control over a situation are
part of growing up. Biting is a powerful way to control others. If you want a toy or want a
playmate to leave you alone or move out of your way, it is a quick way to get what you want.
Frustration:
Young children experience a lot of frustration. Toddlers do not always have good control over
their bodies. A loving pat sometimes turns into a push. Toddlers cannot always express
themselves and they sometimes experience difficulty in asking for things or requesting help.
They have not yet learned how to interact with others, and at times, when they are unable to
find the words to express their feelings, they resort to hitting, pushing, or biting.
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Stress:
A child’s world can be stressful too. A lack of interesting things to do, or insufficient interaction
with adults is stressful situations for children. Children also experience traumatic events in their
lives, such as bereavement, moving to a new home, or even starting a new nursery. Biting is one
way to express feelings and relieve tension. Young children are not always able to fully
understand what they are feeling, they just act.
2 What we can do
Use the who, what, when and where method to pinpoint the problem:


Who was involved?



What happened before or after? How was the situation handled?



When did the biting occur?



Where did it happen?

Try prevention:
If you determine that the biting occurs as the result of exploration or teething you may want to
provide the child with a teething ring.
If the child seems to bite when tired or hungry, you may want to consider whether s/he is getting
enough sleep and nourishment.
Try to keep group play to short periods and small groups. Watch for situations where two
children might want the same toy. For example, if the biting occurs when two children are
fighting over a toy telephone, you may want to purchase a second one or perhaps try to distract
them before a potential biting situation arises. It is not always possible to make very young
children share. Toddlers do not necessarily have the skills to negotiate or understand another
child’s perspective.
Children in this situation need close adult supervision, especially if they are known to bite.
However even the best supervision, unless it is one-to-one, will not prevent some children from
getting bitten.
If attention seems to be the main reason for biting, try to spend time with the child and praise
them when they are doing more positive things. If the child is experiencing a stressful family or
care giving situation, you will want to make everyday life as supportive and normal as possible.
Predictable meals and bedtimes and extra time with a loving adult can help. Often, experiences
like rolling, squishing, and pounding play dough or relaxing, splashing and playing in water are a
great way to relieve tension.
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Child Protection - Safeguarding Policy
The policy and procedures outlined in this document are to assist ABBEY Sure Start staff in the
protection of children by identifying clear instructions in accordance with the legislative
framework of the Children (NI) Order 1995, the Regional ACPC Procedures 2005, and the
Safeguarding Vulnerable Groups (Northern Ireland) Order 2007
Statement of Intent
ABBEY Sure Start is committed to a working practice that protects children from harm. We
believe that children have the right to protection, to be heard and to a safe and healthy life.
Adults at ABBEY Sure Start have a responsibility to protect children from harm, to actively
listen to children, to value their opinions and to provide an environment and ethos that
promotes a safe and healthy life.
The UN Convention of the Rights of the Child states ‘Parties shall take all appropriate
legislative, administrative, social and educational measures to protect the child from all forms
of physical or mental violence, injury or abuse, neglect or negligent treatment, maltreatment
or exploitation, including sexual abuse, while in the care of parent(s), legal guardian(s) or any
other person who has the care of the child.’ (UN Convention Article 19)
Definitions
Child - For the purposes of this policy a child is anyone aged less than 18 years, this includes
 Young parents up to 18 years
 Children registered with ABBEY Sure Start.
 Older siblings of registered children
Staff - For the purpose of this policy staff are defined as:
 All those employed by ABBEY Sure Start on a full or part time basis, or on a permanent
or temporary contract;
 Individuals with whom ABBEY Sure Start contracts for services on a sessional basis;
 Placements with ABBEY Sure Start
 Volunteers with ABBEY Sure Start
 Parents with ABBEY Sure Start
Although the committee are not defined as staff they will be subject to an Access NI check and
will be expected to adhere to the procedures outlined in this policy.
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Child Abuse (as defined in Co-operating to Safeguard Children)
Child abuse occurs when a child is neglected, harmed or not provided with proper care.
Children may be abused in many settings, in a family, in an institutional or community setting,
by those known to them, or more rarely, by a stranger. There are different types of abuse and
a child may suffer more than one of them. There are some children who are particularly
vulnerable e.g. disabled children, children from disadvantaged communities, marginalised
children, looked after children etc.

At ABBEY Sure Start all staff will safeguard children by:



Following the Regional Child Protection Procedures
Following ABBEY Sure Start code of conduct for staff,
 Having designated child protection officers who have received appropriate training and
support for this role.
The Designated child protection officers are:
Cathy Todd (Project Manager), SENIOR DCPO
Brenda Doherty (Family and community liason co-ordinator), SENIOR DCPO
Joanna Wardlow( Crèche manager)
Louise McGreevy( Senior support worker)








Ensuring all staff understand their responsibilities in being alert to the signs of abuse.
Ensuring that all staff understand their responsibilities to refer any concerns
Sharing information on the protection of children on a need to know basis
Ensuring rigorous recruitment and selection procedures are practised
Ensuring parents/carers are aware of the responsibility on ABBEY Sure Start staff to report
allegations of abuse to the appropriate authority
Maintaining written records of concern expressed by or about children
Following the procedure where an allegation is made against a member of staff.

Responsibility of Staff
 To ensure that the child’s welfare is paramount at all times.
To ensure that staff are aware that they have a duty to safeguard and promote the wellbeing of children.
 To develop awareness of how best to safeguard and protect children from harm.
 To act when there is concern that children are being abused or at risk of being harmed
within the home, and all the settings.
 To adhere to all other ABBEY Sure Start policies which promote the holistic development
of the child
 To report to the designated officer and record situations that could potentially be a
protection issue regardless of how many times it has been witnessed or personal opinions
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NB Staff should not spend excessive amounts of time alone with a child. Where
privacy is necessary, other staff should be informed and if practicable doors should be left
open. However it is important to respect the child’s right to privacy and dignity and their right
to say No and be listened to in such cases.

Responsibility of Line Manager






To ensure that all staff understand and are inducted in the child protection procedures, on
the first day of employment or within the first two weeks if that is not possible.
To ensure that their members of staff follows the child protection procedure.
To ensure child protection is discussed and addressed regularly
To ensure risk assessments are carried out prior to engaging with children.
To ensure that the collection of children arrangements are safe and in line with minimum
standards

Collection of children
Children must only be collected by adults (over 18s) named on the child’s registration form in
the Authorised Person section. Staff should be familiarised with these individuals through
the submission of photographs or in person ( staff would take a photo of the person for their
records in these circumstances).In the case of emergency/ unknown person to staff parents
must inform the staff of the name and number of the person collecting prior to finish time
who should also bring photographic I.D to the collection.

Responsibility of the Designated Child Protection Officer









To provide support, information and advice on child protection within the organisation.
To ensure that ABBEY Sure start child protection policy and procedures are followed
To ensure that appropriate information is available at the time of referral and that the
referral is confirmed in writing, and confidentially.
To liaise with the Gateway Team, and other agencies as appropriate.
To keep relevant people within ABBEY Sure start informed about any action taken or
required.
To ensure that an individual case record is maintained of the action, liaisons and outcome.
To advise ABBEY Sure start of child protection training needs.
To follow UNOCINI Guidelines as appropriate

Training and Support


Staff will be advised of the Child Protection Policy by their line manager on their first day
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Child protection training will be provided within 12 months of joining
ABBEY Sure Start
An annual refresher of the policy and procedure will be provided to all staff.
All staff will be encouraged to discuss the policy regularly.
Any information regarding harm to a child, and referred on, should be raised as soon as
possible

Disclosures, Suspicions and Allegations of abuse – Step by Step Procedure
Disclosures of Abuse - If a child discloses abuse to a member of staff the following steps must
be taken. It must be remembered that in cases of disclosure of abuse, the normal rules
regarding client confidentiality cannot apply as it is a legal responsibility to make disclosures
known to the appropriate authorities.
In a case where a child makes allegations, it is the responsibility of staff to whom allegations
are disclosed to:
 Listen to the child rather than questioning them.
 Allow the child to freely recall events.
 Explain to the child what you have to do and who you have to tell.
 Record the discussion accurately as soon as possible after the event.
 Advise your direct Line Manager, who is also a DCPO, of the situation who will discuss how
the concerns are passed on to the relevant Gateway Team
 In the absence of your Line Manager, refer to a Senior DCPO .
 If a situation occurs outside normal working hours, the information should be shared with
the Designated Child Protection Officer if available and then referred on to the Out of
Hours Emergency Services at relevant Gateway Team or the PSNI.
 If a member of staff assesses that the child is in immediate danger, contact the PSNI and
your Designated Child Protection Officer as soon as possible
 Staff must never attempt to investigate allegations further. This may impede any later
investigations

Suspicions of abuse - In circumstances where no disclosure has been made but a staff member
has reason to suspect that a child or young person has been subject to abuse the following
process must be followed.





Inform your Designated Child Protection Officer
The De
signated Child Protection Officer in consultation with the other designated officers and
parent/carer (as applicable) will decide whether or not the Gateway Team should be
contacted.
A written record of all the information must be detailed and kept confidential.
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Procedure in relation to allegations of abuse against a member of staff










The incident must be reported to your Designated Child Protection Officer and Project
Manager.
Any member of staff who has had an allegation made against them will be removed from
contact immediately to safeguard the children. This action is not an assumption of the
accusation being true, but a safeguarding precaution
The Designated Child Protection Officer will gather any available facts and evidence
considered necessary.
The Designated Child Protection Officer will inform the Project Manager as soon as
possible that the allegation has been made.
The Project Manager and Designated Child Protection Officer will make contact with the
appropriate statutory agencies if applicable
Disciplinary procedures may be used if appropriate and depending on the nature of their
job role, an employee may be suspended pending investigation of the allegation. This
action is not an assumption of the accusation being true, but a safeguarding precaution

If an allegation is made against a Designated Child Protection Officer, another designated
officer will investigate and refer to the statutory agencies as appropriate.
If an allegation is made against the Project Coordinator, the Designated Child Protection
Officer will refer the matter to the Chairperson of the Committee and to the statutory
agencies as appropriate.

Recruitment and Selection
All staff which ABBEY Sure Start intend to appoint will be subject to an Access NI check. No
person should be placed in a position (either paid or unpaid), which involves unsupervised
contact with children, without being properly and effectively vetted.
In order for the vetting process to be effective, it should include the following:
 Application form and job description.
 Completion and submission of the Disclosure Certificate Application Form.
 Interview including specific child protection question where appropriate to the job
specification.
 Two written references, independently obtained, which ask questions on the applicant’s
suitability to work with children.
 Identity check e.g. birth certificate as per Access NI guidance
 All appointments will be subject to a probationary period, which should be reviewed
within 6 months of taking up the post.
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Recording allegations or suspicions of abuse
Checklist of details to record where allegations have been made

















Name and age of child
Any special factors
Name of parent/guardian
Home address
Home telephone number
Nature of allegation
Date of allegation
Is the person making the report expressing their own concerns or passing on those of
somebody else?
What has prompted the concerns? Include dates, times and details of any specific
incidences
Any physical signs? Behavioural signs? Indirect signs?
Has the child been spoken to? If so, what was said?
Have the parents been contacted? If so, what was said?
Has anybody been alleged to be the abuser? If so, record details.
Has anyone else been consulted? If so, record details.
Who information is passed to and date when passed
Follow-up action--SEE RECORD SHEET
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Categories of abuse:Different categories of abuse officially defined in The Children (NI) Order 1995 and ‘Co-operating
to Safeguard Children’ 201. Statutory child care agencies will be base any action and policies on
these definitions. ‘ Abuse is when someone in a position of power exposes a child to ‘significant
harm’.
The harm caused by abuse cannot always be categorised easily as children may
experience more than one type of abuse. However it is generally categorised in four
ways


Physical – actual or likely deliberate physical injury to a child, or the wilful or neglectful
failure to prevent physical injury or suffering. It might take a variety of different forms,
including hitting, biting, pinching, shaking, throwing, poisoning, burning or scalding,
drowning or suffocating a child.



Emotional – where children are actually or likely to be persistently or severely
emotionally neglected or rejected, for example, by not being given enough love or
attention, made to feel worthless, or being intimidated by threats or taunts. It is also
sometimes called psychological abuse and it can have severe and persistent adverse
effects on a child’s emotional development.



Sexual – occurs when others use and exploit children sexually for their own gratification
or gain or the gratification of others. Sexual abuse may involve physical contact. It may
include non-contact activities, such as involving children in the production of sexual
images, forcing children to look at sexual images or watch sexual activities, encouraging
children to behave in sexually inappropriate ways or grooming a child in preparation for
abuse (including via e-technology). Sexual abuse is not solely perpetrated by adult
males. Women can commit acts of sexual abuse, as can other children.



Neglect – where children’s physical and/or psychological needs are persistently or
severely neglected or the failure to protect a child from exposure to any kind of danger.
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Bullying
Emotional - excluding, being unfriendly



Physical - hitting, kicking, theft



Racist - racial taunts, graffiti, gestures



Sexual - unwanted physical contact or sexually abusive comment



Homophobic – because of, or focussing on, the issue of sexuality



Verbal – name calling, sarcasm, spreading rumours, teasing



Cyberbullying (e.g. bullying via mobile phones; email, website bullying).

It is important not to underestimate the potential harm that can be inflicted by bullying. When
bullying causes ‘significant harm’ to a child’s physical or emotional wellbeing it should be
considered abuse.
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Indicators of Abuse
It is not always easy to recognise a situation where there is potential abuse or where abuse may
be occurring. While the staff of Abbey Sure start are experienced practitioners it is unlikely that
they or committee members will be experts and therefore it should be stressed that in
accordance with the Children (NI) Order 1995, the Health & Social Services board have the
statutory duty to ensure the welfare of a child.
The onus of the ABBEY Sure start’s committee is to provide a safe environment by employing
people and recruiting volunteers who are suitable for working with or to have contact with
children and by having effective clear procedures for reporting any suspicions through their own
structures to the relevant Health & Social Services board.


Indications that a child may be abused include:
Unexplained or suspicious injuries such as bruising, cuts or burns, particularly if
situated on a part of the body not normally prone to injuries.



An injury for which the explanation seems inconsistent



The child describes what appears to be an abusive act



Someone else – a child or adult expresses concern about the welfare of another child



Unexplained changes in behaviour over time e.g. becoming very quiet, withdrawn or
displaying sudden bursts of temper



Inappropriate sexual awareness



Engagement in sexually explicit behaviour in games



Distrust of adults, particularly those with whom a close relationship will normally be
expected



Difficulty in making friends



Prevented from socialising with other children



Displays variations in eating patterns including over-eating and loss of appetite



Loss of weight for no apparent reason



Increasingly dirty or unkempt appearance

This is not an exhaustive list and the presence of one or more indicators is not proof that
abuse is actually taking place. It is stressed, however, that it is not the responsibility of
staff/committee members to prove that abuse is taking place but it is their responsibility to
act upon any concerns.
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Northern HSC Trust Areas - Antrim, Carrickfergus, Newtownabbey, Larne,
Ballymena, Cookstown, Magherafelt, Ballycastle, Ballymoney, Portrush and Coleraine
Telephone (for referral) 030 0123 4333
Further Contact Details
(
For ongoing professional liaison)
South Eastern Early Years Team
Ellis Street
Carrickfergus
BT38 8AZ
Tel: 02893 315112

South Eastern Gateway
Team
The Beeches
76 Avondale Drive
Ballyclare, BT39 9DB
Tel: 028 9334 0165
Fax: 028 9334 2531
Central Gateway Team
Unit 5A, Toome Business Park
Hillhead Road
Toomebridge, BT41 3SF
Tel: 028 7965 1020
Fax: 028 7965 1036
Northern Gateway
Team
Coleraine Child Care
Team
7A Castlerock Road
Coleraine, BT51 3HP
Tel: 028 7032 5462
Fax: 028 7035 7614

Website http://www.northerntrust.hscni.net/
Out of Hours Emergency Service (after 5pm each evening at weekends, and public/bank
holidays)
028 9446 8833
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Confidentiality policy
POLICY STATEMENT
A.S.S is a partnership of voluntary, statutory and community bodies. Professionals who work for
statutory bodies must first and foremost adhere to their individual codes of conduct. Regarding
confidentiality A.S.S staff must adhere to A.S.S policies and procedures.
Our intent is that this is not just a policy but the basis of how we practice, a value base and an
ethos for all A.S.S staff, not just inside working hours, but to include expectations of staff outside
working hours.
A.S.S is committed to promoting best practices of confidentiality regarding personal,
professional, organisational and user’s information. Whilst we aim to respect an individual's
right to confidentiality and information, we recognise that guarantees of absolute confidentiality
cannot be assured if:
1. a child, young person or vulnerable adult's safety is a risk;
2. there are suspicions of an arrestable or criminal offence having occurred to the detriment
of the group;
3. there is a concern that there has been unprofessional conduct by anyone working for the
group.
This policy aims to ensure the confidentiality of all verbal and written information collated and
disseminated through A.S.S services. Confidential information about A.S.S families or staff must
not be disclosed to any unauthorised person.
This policy relates to recorded information, whether written or held on computer. However, it
should be remembered that spoken information can also be confidential, and as such is subject
to the same consideration and restrictions.
Any outside agencies with which A.S.S have contact should be aware of our confidentiality policy
and that not all information held can be passed on.
They should also be aware of our open access policy and should be asked to label confidential
information as such, and explain what restrictions apply.
Any breach of confidence will result in the disciplinary procedure being invoked.
Procedures for the recording and storage of confidential information should ensure
confidentiality is maintained.
PROCEDURES
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This policy statement and procedures are applicable to the A.S.S Partnership
Board, staff and volunteers.
A.S.S registered with the Data Protection Agency in 2003 and will continue to register annually
thereafter.
DATA PROTECTION ACT 1998 - INFORMATION FOR USERS/STAFF/VOLUNTEERS
1.

The Data Protection Act 1998 imposes obligations on “data controllers”, persons who
either alone or jointly with others, direct how and why data is processed.

2.

"Personal" data is information, in electronic or written form, concerning a living person
who is identifiable from that data, or from other data which is in the possession of the
data controller. There is a sub-category of personal data known as sensitive personal
data, namely that which relates to an individual’s political opinions, racial or ethnic
origins, mental or physical health, religious persuasion, trade union affiliation or criminal
record. The obligation’s imposed on data controllers and data processors are more
onerous for sensitive personal data than other personal data.

3.

Processing is so widely defined that it may be assumed it covers everything done with it
- obtaining, recording, organising, using, disclosing or holding it.

4.

A data processor is someone, other than an employee of the data controller who
processes data on behalf of and at the direction of the data controller e.g. pay roll bureau.

THE EIGHT PRINCIPLES OF DATA PROTECTION
There are 8 principles with which data controllers must comply:
i.

Personal data must be processed fairly and lawfully. To this end, Sure Start will always
take steps to ensure, as far as possible, that family members know the data controller
and the purpose for which the data is to be used. It is up to individual family members
as to whether they provide sensitive personal data. Only where it is necessary for the
legitimate interests of Sure Start will it process information for the actual or complied
consent of the individual. It is the responsibility of all A.S.S staff who process personal
data to ensure they do so fairly and lawfully.

ii. Personal data must only be obtained and processed in line with the purposes stated in
the notification. It is the responsibility of A.S.S staff to satisfy themselves their processing
is for a notified purpose.
iii. Data must be adequate, relevant and not excessive in relation to purposes for which it is
processed. It is similarly the responsibility of the A.S.S staff member to ensure the
adequacy and relevance of the data, and that it is not excessive.
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iv.
Data must be accurate. This principle is similar to “principle 3” above.
Staff must ensure that information is properly documented initially, and (insofar as this
is practicable) that it is kept up to date.
v. Data must not be kept longer than necessary. The principle again follows on from
“principle 3” above. If the purpose for which the data was obtained is no longer relevant,
the data must be erased. For data to be stored consent must be provided by family
members. The only exception to this is where the data is retained for research of
statistical purposes only (see later).
vi. Data must be processed in accordance with the rights of the data subject, as detailed in
section two above. Access must never be refused without the written authority of the
data controller. A request for data to be rectified or erased must similarly never be
refused without the express written authority of the data controller.
vii. Appropriate technical and organisational measures must be taken to protect against
unauthorised or unlawful processing of data or of its loss or destruction.
viii.Data must not be transferred outside the EEC unless it is to a country that has an
adequate level of protection for the rights and freedom of data subjects in relation to the
processing of the data.
Individual rights
From 24th October 2001, any person upon which data is held by an agency will have a number
of rights under the Data Protection Act 1998. These include:




the right to access their personal information
the right to have a copy of information
the right to correct any inaccuracies in that information

Please note that A.S.S may not always be able to allow a member of staff or a service user access
to information where disclosure would provided information about another individual who
could be identified from the information or as the source of the information.
If any person wants to access personal data, please contact the Project Co-ordinator of A.S.S
project. We charge an administration fee of £10 for access to such information, and access can
be arranged by appointment only and will occur within 40 days of a written request.

Personal Information
What information should be treated as confidential?


Any information about a family’s personal affairs is confidential, as is any
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information about family members. For example children's files, creche
records, monitoring information etc.
Personal information in relation to staff is also covered by this policy. For example,
information in relation to recruitment and selection of staff, interview records,
supervision notes etc.
Information in relation to A.S.S project. For example minutes of Partnership Board
meetings, Agendas, Business plans etc.

Who has a right to access information?
Anybody has right of access to information where data is held on that person, unless it is for the
performance of a contract, it is in the interest of the public or there is legal obligation to hold
the data.

Staff information
Staff will be aware that personal information will be collected from them when they first register
or apply for employment. This information is held on file.
In relation to short listing for staff, confidentiality rules are agreed by the panel prior to the
interviews taking place.
For individuals employed through the project, application forms are held on file, for up to one
year, with the other applicants who applied for the post. Personal details are held on our
computer system, which is password protected, and monitoring slips are held separately.
When staff leave A.S.S project their staff records will be kept for a period of 3 years.
For those applicants who are Reserve Candidates data will be held for 6 months and the data
will then be shredded. However, at the end of this 6 month period if the organisation wishes to
extend this waiting list for a further 6 months the Reserve Candidate will be contacted and asked
to confirm in writing if they wish to remain on the waiting list for a further 6 month period.
For those candidates who were unsuccessful at interview data will be shredded after one year.
The monitoring of the movements of the actions of staff by way of CCTV, or the random checking
of e-mails, website use or telephones is covered by the Data Protection Act 1998. The Human
Rights Act 1998, the Regulations Investigatory Powers Act 2000 and the Telecommunications
Regulations 2000.
Issues arising from e-mail and website monitoring are covered in the IT and Laptop Policy which
is made available to all staff as part of their induction.
Personal data covers opinions as well as facts, therefore an individual may request access to
employment references received by, and given by, A.S.S. Any giving of a reference has to be in
accordance with the first data protection principle - that of
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being fairly and lawfully processed. Therefore an employee must have given prior
consent. It is important to remember that information regarding sickness or misconduct is
sensitive for which express consent is required in order for it to be retained or disclosed. In
relation to references, an employee is not legally entitled to have access to a reference given by
A.S.S, however they can demand it from the recipient of the reference, providing the identity of
the reference is excised.
FAMILY INFORMATION
During an initial visit users are provided with an explanation informing them that we adhere to
the Data Protection Act and requesting that they sign a consent form that will enable us to store
their information in our premises. All staff and volunteers are aware that their records are kept
with personal details and that an open access policy applies. However, in exceptional
circumstances, the project reserves the right to withhold information if it deems that this
disclosure would be inappropriate.
All users’ details are held on a computerised system which is password protected for processing
and monitoring purposes.
Sensitive personal data (racial, ethnic, religious or political origin) will only be held with consent
or for the purposes of monitoring equal opportunity or legal rights.
Filing cabinets (with keys) are provided to all staff to store all confidential material. Cabinets
should be locked when the offices are unattended and no confidential information should be
left on desks. Our clear desk policy requires that no files are left on the desk overnight.
Information held on computers may only be accessed by authorised users.
Access to data will be restricted to authorised users and adequate security measures, including
computer passwords, will be in force.
Staff will be informed of any changes in legislation or policies.
If staff or volunteers breach confidentiality, this will be dealt with via the disciplinary or grievance
procedure being implemented.
Sharing of information
A.S.S staff will in the course of their duties have access to, and be entrusted with, information
relating to children and their families.
Parents/carers are entitled to expect that any information about family circumstances, children's
health, development and behaviour shared with or observed by staff or volunteers will be
treated in the strictest confidence.
Sensitive information about individual children, given by parents/carers to a A.S.S member of
staff will not be shared unless there is a need to know or a pressing need and the parent/carer
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has granted permission for the information to be shared except under
exceptional circumstances.
There may be an occasion when in order to protect an individual, there will be those in the group
who are told relevant information on a ‘need to know’ or ‘pressing need’ basis. These
disclosures will take place at a specified time and agreed meeting place. Staff who are passed
confidential material are bound by the A.S.S Confidentiality policy and Standards of conduct.
In some exceptional circumstances the right to access information is restricted:




Access to records may be denied if it is considered the disclosure of this information
would be likely to disturb or cause serious harm to the mental health of the family
member or someone else.
If the records include confidential information about a third party, and where that
person refuses their permission.
If the records include information obtained in confidence from a third party and where
that person refuses their permission.

Under no circumstances should a family member have access to the files of other families or
staff members.
Information may not be given to a third party except where an individual has a legal right to act
on behalf of another person.
However, consideration of confidentiality should not override the right of children to be
protected from harm. In instances where there is an allegation or suspicion of abuse,
confidentiality needs to be broken in order to protect the child. It is important to ensure that
only those who need to know are given the relevant information in order to protect the rights
of the victim and the alleged perpetrator (Cross reference: Child Protection Policy).
The data controller is to be informed of all applications for data access. Prior to the information
being provided the staff member must familiarise themselves with the family making the request
and ensure the file or computer information contains the relevant information requested.
Staff conducting a formal investigation, have access to any information relevant to the
pursuance of a case and s/he will be the judge of relevancy.
If a criminal act is believed to have been committed, the PSNI have powers to remove or copy
any information that could be used as evidence.
Any staff member who has access to records should be instructed on this policy and appropriate
procedures. This should form part of their induction.
Implications of open access record keeping
Implications of open access record keeping
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Records should be thorough and accurate so as to fulfil their intended use. The
possibility of access by family members or others should not alter the content of records or be
used as an excuse for incomplete record keeping.

Where the comments of third parties are registered in family records, these individuals may
request that their contributions remain confidential. The quality of information sharing should
not be diminished by fear of open access.

Procedures involved in recording and sharing information
Information should be recorded, stored, read and discussed in ways that preserve
confidentiality.
Recording and reading should take place in a private location.
Storage of documents should be in an office, and all documents should be locked away when
not in use. Documents should remain on A.S.S property. If for some reason they are to be
removed, permission of the Project Co-ordinator must be obtained in advance.
The loss of any document relating to a family should be reported to the Project Co-ordinator
immediately. Any third party known to have been named in the document should be contacted
and the loss explained.
Computer records of confidential information should have a security system preventing access
by any unauthorised person. The security of computerised information containing personal
details of identifiable living people is a statutory requirement under the Data Protection Act,
1984.
Managers may wish to keep separate files for particularly sensitive information.
When a child is too old to access A.S.S programmes their records will be kept for a period of 3
years. However, if there is a child protection concern or a safe handling issue records will be
kept until the child's 21st birthday. Concerns of a criminal nature, such as sexual abuse or
pornography may be kept indefinitely.
Responsibility of administrative staff
Reviewing the contents of all files (manual and electronic) to ensure any personal data held
complies with the eight principles.
Reviewing application forms, employment contracts and other documents to
ensure that all information systems comply with the standards of fair practice and
good procedure contained in the data protection principles.

Date Reviewed: JANUARY 2019

Next Review Due: JANUARY 2020

Informing data subjects of the identity of the Data Controller, the nature of the
data held, the purpose for which it is held and the likely recipient of the data
The changes heralded by the Police Act 1997, the Protection of Vulnerable Children Act 1999,
the Care Standards Act 2000 (Including the Protection of Vulnerable Adults provisions) and the
Disclosure procedure operated by the Criminal Records Bureau and Codes of Practice relating
thereto, place a heavy emphasis on the principles underlying the Data Protection Act and the
Human Rights Act with regard
to disclosures of criminal offences. Separate policies exist in this regard, but it is emphasised
that any improper disclosure of such intensely sensitive personal information would
necessarily be treated as a serious disciplinary matter.
All staff who maintain manual or electronic records containing such data must
review it regularly, and ensure not only that explicit consent has been obtained to
retain it, but that it is necessary to keep it. If it is, then a process must be put in
place to ensure that, from time to time, its accuracy is confirmed.

Training Sessions
Prior to training sessions taking place a contract is drawn up between staff, volunteers or users
outlining the rules in relation to confidentiality.
Receiving confidential information
All post is opened and recorded by the administrator. Staff are reminded to inform organisations
who may be sending confidential information to ensure they inscribe on the envelope "Private
and Confidential".
Telephone calls of a private nature should be taken in private by staff and volunteers. There are
additional telephones in A.S.S premises to provide staff with this facility in that eventuality.
Those staff who receive confidential minutes of meetings must agree to adhere to our
confidentiality procedures. All committee business should be treated with confidentiality.
When a member of staff or volunteer leaves the project it is their responsibility to hand in all
documentation relating to families.
Consent for the taking and storage of photographs
Written consent of the individual, or that of the parent/carer of a child under 18 years of age,
who will appear in the photograph, must be obtained for the use in Sure Start material and
storage, before a photograph is taken, used and /or stored.
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Photographs will be stored for a period of 5 years and then destroyed. Permission
to keep photographs for longer than three years must be sought annually.

CROSS REFERENCE TO OTHER POLICIES
Discipline and Grievance; Standards of Conduct; Child and Vulnerable Adult Protection;
Recruitment and Selection; IT and Communication;
For inclusion in handbooks
Introduction
The Data Protection Act 1998 means that we have to have clear systems for all data handling in
A.S.S. The policy attached outlines what we need to do to ensure A.S.S complies with the law.
The act contains eight principles (see below) which need to inform how we use and handle data.
The rules of good information handling - the eight principles
Anyone processing personal data must comply with the eight, enforceable principles of good
practice. These state that data must be:
1.
2.
3.
4.
5.
6.
7.
8.

fairly and lawfully processed
processed for limited purposes and not in any manner compatible with those purposes
adequate, relevant and not excessive
accurate
not kept for longer than is necessary
processed in line with the data subject's rights
secure
not transferred to countries without adequate protection

Data controllers and managers
What is a data controller?
The Data Controller is the legal entity that decides why information is processed and is
responsible for how it is processed. This is A.S.S, as an organisation.
A.S.S PB co-ordinates the data protection system manually.
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What is a Data Co-ordinator?
A.S.S has a Data Co-ordinator who is responsible for introducing and maintaining a data
protection system in the project and liasing with the Data Controller's representative.
A.S.S Co-ordinator is the person responsible for ensuring that the eight principles apply within
the A.S.S project.

What is a Data Manager?
Data Managers are personally responsible for ensuring that the data is processed according to
the law.
Data Protection
A.S.S maintains a central database of information on all its employees in order to allow us to
communicate effectively, monitor the success of our equal opportunities policy, manage levels
of sickness absence and ensure the safety of our service users. In particular the database
contains the following information:
1.

Personal data on an employee's gender, ethnic origins, disability and religion.
This is used to produce reports that allow us to monitor the effectiveness of our equal
opportunities policy

2.

Dates and length of any absence and the reasons for that absence.
This is used to monitor levels of absence across the organisation and to produce
individual absence reports. These may be used to discuss your attendance record, to
take action as a result of this record and to stop salary in the event of you exceeding your
right to A.S.S sick pay.

3.

Records of attendance at training events and individual skills and qualifications.
These will be used to monitor skills across the
organisation and in your workplace.
They may also be used in helping us to manage and/or demonstrate your performance
or capability at
work.

4.

Records relating to any grievances, disciplinary issues or performance concerns
including instances when no formal action has been taken.
In addition to a database, manual records will be kept. These manual records will contain
reference to the allegations that have been made, minutes of meetings and any
accompanying written evidence and a note of any decisions made
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The above will only be passed to a third party if this is required in order to:
1.

Complete an application to provide a service

2.

Conduct a defence against allegations that may be made against us in an employment
tribunal or similar court of law

It is a requirement of your employment that you give your explicit consent to the above data
being recorded, processed and kept by A.S.S.
You have the right to view any data held on you.
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Complaints Policy and Procedure
ABBEY Sure Start believes in the delivery of its services to the highest possible standard and will
constantly look for ways to improve. It is therefore essential that should a visitor/client/user be
less than satisfied with the service they receive, they can let the organisation know.
ABBEY Sure Start aims to handle complaints quickly, effectively and in a fair and honest way. All
complaints are taken seriously and valuable information is gathered from investigating to help
improve the service that the organisation provides. All complaints are treated in confidence.
Clients/visitors/users should be made aware that Abbey Sure Start will not withdraw or reduce
services because someone makes a complaint in good faith.
Anyone affected by the way ABBEY Sure Start provides services can make a complaint.
Procedure
Complaints can be made in any of the following ways;
 in person
 by telephone
 through a member of our staff
 through an advocate or representative
 by letter
 by email
All complaints must be handled through the formal procedure. No distinction should be made
on the grounds of a complaint being written or verbal.
When a complaint is received, a written report should be completed and forwarded to the
Designated Officer within 24 hours. Where a complaint has been received in writing, the original
letter should be forwarded with a written report.
An acknowledgment of the complaint will be sent, by the Designated Officer, to the complainant
within three days.
The Designated Officer will determine who should investigate the complaint and how this should
be done. The person appointed to investigate will have enough seniority and experience to deal
with the issues raised by the complaint.
A report detailing the circumstances of the complaint, the action taken, and whether or not the
complainant is satisfied, should be available to the Designated Officer within 14 days of
notification. If it is reasonable that it may take longer than this to complete the investigation, all
parties must be notified.
The Designated Officer will write to the complainant confirming the resolution of the problem.
Should a complainant remain unsatisfied with the outcome of the investigation, the Designated
Officer will take external professional advice to resolve the situation.
If a parent/guardian makes a complaint, or feels strongly about an issue or concern, the following
complaints procedure should be adopted.
The first point of contact is the ABBEY Sure Start Project Manager and if, after speaking to them,
the issue has not been resolved to their satisfaction, please approach this difficulty in the
following order: ABBEY Sure Start Partnership Board
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Early Years Social Work Team, Ellis Street, Carrickfergus. Telephone :
02893 315112
Anonymous Complaints
Anonymous complaints are dealt with under the same procedure and investigated thoroughly
however with no contact details, the organisation will be unable to notify the complainant of the
outcome.
A record of all complaints made is kept by ABBEY Sure Start.
Any review of complaints will be strictly confidential and complainant’s details will not be passed
on to persons not involved in the investigation of the complaint.

Additional Information
 All complaints are taken seriously and dealt with promptly and effectively.
 The complaints policy is publicised and made available to parents.
 Staff induction will include how to receive and deal initially with complaints.
 Staff directly involved with the management and investigation of complaints are trained
and supervised in the application of the complaints procedure.
 A complaints register is maintained to record all complaints and the steps taken to
resolve them. The register must be made available to the Trust’s Early Years Team.
 Reports on the progress of the investigation of any complaints are provided regularly to
complainants.
 Complainants are asked to read, sign and date the recorded outcome of any complaint,
indicating whether or not they are satisfied with the steps taken to resolve the matter.
Where the complainant remains dissatisfied, they are advised of other channels
available to them to pursue their complaint further.
 Information from complaints is used to improve the quality of the service provided.
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ABBEY Sure Start Play Policy
Play is an essential element of developmentally appropriate, high-quality early learning
experiences. It provides benefits for cognitive, social, emotional, physical, and language
development for children form all economic and cultural backgrounds. Abbey Sure Start
ensures that play is consciously facilitated by well-trained staff, who observe children and
understand how play contributes to the children’s development of concepts and skills. Article
31 (Leisure, play and culture): Children have the right to relax and play, and to join in a wide
range of cultural, artistic and other recreational activities. UN Convention – rights of the child
1989.
Definition
Play is the exploratory and creative activity that young children initiate themselves and is the
primary way they develop concepts and understanding about the world. Play helps children
develop the skills necessary for critical thinking and leadership. Play is how children learn to
solve problems and to feel good about their ability to learn.
When children play they –









Develop the ability to use their imaginations to represent objects, people and ideas
Use all types of learning physical/social/emotional/intellectual language
Are engaged in things of interest and have a natural motivation to learn
Develop concepts and skills together as they are meaningful
Are more likely to retain skills and concepts they have learned
Interact with each other, negotiating the sharing of materials or planning imaginative
paly, they cooperate, share their ideas and listen to others, begin to self-regulate
emotions, and show empathy to others
Make meaning of and begin to understand their world

ABBEY Sure Start role and responsibilities






To fund appropriate resources
To provide environments/buildings which promote play
To provide ongoing training for staff of all expertise
To provide opportunities for parents to engage in play based programmes
To ensure all ABBEY Sure Start staff have an understanding of the importance of play
and use this when delivering programmes and strategies

Creche based staff role and responsibilities
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To use the children’s developing ideas, interests, and competencies to
promote learning through play activities
To use play to implement the curriculum
To promote child led, child centred play
To provide resources that foster meaningful play activities providing first hand,
sensory experiences using real and everyday objects
To keep up to date observations or evaluations to inform the planning of a play based
curriculum
To facilitate play through responsive interactions with children based on an
understanding of how play contributes to the child’s development
To promote effective partnership with parents that promotes the importance of play

Links to other policies

Interactions Policy
Partnership with Parents Policy
Curriculum Policy
Observation and Assessment Policy

Date Reviewed: JANUARY 2019

Next Review Due: JANUARY 2020

EQUAL OPPORTUNITIES POLICY
Statement of policy
The aim of this policy is to communicate the commitment of ABBEY Sure Start Partnership Board
(known thereafter as ASSPB) to the promotion of equality of opportunity in ABBEY Sure Start
Project.
It is our policy to promote equality to all, irrespective of:
 Gender, marital or family status
 Religious belief or political opinion.
 Disability
 Race or ethnic origin
 Nationality
 Sexual orientation
 Age
We are opposed to all forms of unlawful and unfair discrimination.
Employees
 All full-time and part-time employees and job applicants (actual or potential) will be
treated fairly.
 Selection for employment, promotion, training or any other benefit will be on the basis
of aptitude and ability.
 We recognise that the provision of equal opportunities in the workplace is not only good
management practice; it also makes sound business sense. Our equal opportunities
policy will endeavour to help all employees to develop their full potential and the talents
and resources of the workforce will be fully utilised to maximise the efficiency of the
organisation.
Families and other service users
ASSPB will endeavour to ensure that the services provided by the project are offered to all
families who meet the geographic and age criteria laid down by the Department of Health and
Social Services in keeping with the categories listed above.
We are committed to:
 Preventing any form of direct or indirect discrimination or victimisation
 Promoting equal opportunities for women and men
 Promoting equal opportunities for people of all religions and none
 Promoting equal opportunities for people with disabilities
 Promoting equal opportunities for ethnic minorities
 Promoting equal opportunities for people of different sexual orientation
 Promoting a good and harmonious working environment where all men and women are
treated with respect and dignity and in which no form of intimidation or harassment
will be tolerated.
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Fulfilling all legal obligations under the relevant legislation and
associated Codes of Practice
Taking any necessary positive/affirmation action, including setting goals and timetables.

Breaches of our equal opportunity policy and practice will be regarded as misconduct and may
lead to the disciplinary procedures being invoked. This policy is fully supported by ASSPB and has
been agreed with the Project Co-ordinator.
1. Implementation
The ASSPB & Project Co-ordinator have specific responsibility for the effective implementation
of this policy. Each director, manager and supervisor also have responsibilities and we expect
all of our employees to abide by the policy and help create the equality environment which is
objective.
In order to implement this policy we will ensure that:
 The policy is communicated to all employees, through induction training, management
training, and team briefings, displayed on notice board/staff handbook and made known to
job applicants.
 Managers and supervisors are made aware of their responsibilities through appropriate and
regular training.
 Appropriate training and guidance will be provided. In particular, for those involved in
assessing candidates for recruitment or promotion. Training will be provided in nondiscriminatory recruitment selection techniques.
 Adequate resources are made available, within the constraints of the budget, to fulfil the
aims of this policy.
2. Affirmative action
Where appropriate, lawful positive action measures such as special encouragement in
advertisements or special training will be developed. These measures are available to us in
certain circumstances, for example where there is an under-representation of a particular group
in specific areas of work.
3. Monitoring and review
The provision of equality of opportunity between women and men, irrespective of ethnic
background or disability, will be monitored through the collection of analyses of statistical data
on the community background, ethnic background, sex, marital status, sexual orientation, family
status and status as a disabled person of all full-time and part-time employees and job
applicants. We will also monitor our workforce composition and undertake periodic reviews as
required by Article 55 of the Fair Employment and Treatment (Northern Ireland) Order 1998.
4. Provision of Services
ASSPB will endeavour to ensure that the advertisement of services reaches all potential users in
keeping with the categories mentioned above.
5. Access and Inclusion
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ABBEY Sure Start Project’s work is based on strong values which emphasis the
right of people regardless of race, culture, gender, disability or religion to respect, have choices
and to have their physical, educational, emotional and spiritual needs met.
 ASSPB will make every reasonable effort to be inclusive of all in employment and service
provision, particularly in relation to those with a disability or representative of a minority
group.
 We will endeavour to identify users and community needs, and, within the constraints of
the budget, we will make reasonable efforts and adjustments to our premises and provision
of activities. This policy will be supported by awareness raising amongst staff and
volunteers.
 As an employer, we aim to select, support and promote staff in a fair and unbiased way. We
appreciate the enormous benefits that come from a diverse work force. Moreover, we
recognise that programme for equal access to services for families, and for equal
opportunities in employment, will be naturally supportive.
 Training in Disability Awareness and Diversity will be provided to all staff, and offered to
volunteer, and will be incorporated with training in Equal Opportunities.
 Where the needs of a parent, child or staff member cannot be met within existing NSS
provision, a pro-active risk assessment will be made in order to assess the need for
necessary adjustments.
 NSS actively evaluates the inclusiveness of all programmes and adjustments are made
where required to ensure that everyone can access activities and programmes of their
choice.
Cross reference to other policies:
Recruitment Selection: Standard of Conduct
6. Complaints
Employees who believe that they have suffered any form of discrimination, harassment or
victimisation are entitled to raise the matter through the agreed procedures. A copy of these
procedures is included in the Employee Handbook.
All complaints of discrimination will be dealt with seriously, promptly and confidentially.
These internal procedures do not replace or detract from the right of the employees to pursue
complaints under the Sex Discrimination (Northern Ireland) Order 1976, the Disability
Discrimination Act 1995, the Race Relations (Northern Ireland) Order 1997 and the Employment
Equality (Sexual Orientation) Regulations (Northern Ireland) 2003 to an industrial tribunal or,
under the Fair Employment and Treatment (Northern Ireland) Order 1998, to a Fair Employment
Tribunal.
Every effort will be made to ensure that employees making complaints will not be victimised.
Anny complaint of victimisation will be dealt with seriously, promptly and confidentially.
Victimisation will result in the disciplinary procedures being invoked.

Cross reference to other policies
Grievance and Discipline, Access and Inclusion, Recruitment and Selection, Standards of
Conduct
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ABBEY SURE START
EQUAL OPPORTUNITIES POLICY

The ABBEY Sure Start Equal Opportunities Policy is designed for the elimination of discrimination
and the promotion of equality of opportunity in employment.
It aims to give guidance, which will assist staff to understand how to eliminate discrimination
and promote equality of opportunity for all employees.
ABBEY Sure Start regards its equal opportunity policy as a commitment to make full use of the
talents and resources its employees and to provide a healthy environment, which will encourage
good and productive working relationships.

The equal opportunities policy statement aims to ensure:-

-

That no job applicant receives less favourable treatment than another on grounds of
sex, marital status, disability, ethnic origin or age.

-

That no job applicant or employee is placed at a disadvantage by requirements or
conditions which have a disproportionately adverse effect based on his/her sex, marital
status, disability, ethnic origin, religion or age and which cannot be shown to be
justifiable on any other grounds.

Date Reviewed: JANUARY 2019

Next Review Due: JANUARY 2020

Intimate Care/Toileting Policy
The intimate Care Policy and Guidelines for staff is to safeguard children and staff. They
apply to everyone involved in the intimate care of children.
Definition of intimate care
Intimate care is any care which involves washing, touching or carrying out an invasive
procedure that some children are unable to do due to physical disability, special
educational needs associated with learning difficulties, medical needs or needs arising
from the child’s stage of development. Intimate care may involve help with drinking,
eating, dressing and toileting.
The aims of this document and associated guidance are:




To safeguard the dignity, rights and well-being of children and young people
and staff
To provide guidance and reassurance to staff
To assure parents that staff are knowledgeable about Intimate Care/Nappy
changing/Toileting support and that their child’s individual needs and any
concerns they may have are taken into account.

Whilst delivering intimate care/nappy changing/toileting support staff should be aware
and ensure that children
 Fell safe and secure
 Are treated as an individual
 Have privacy, dignity and a professional approach from all staff when having
their needs met
 Have their health needs met
 Have information and support that will enable him or her to make informed
and appropriate choices taking into account the age and stage of their
development
 Are accepted for who they are, without regard to age, gender, ability, race,
culture or beliefs
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Working with Parents
Partnership with parents is an important principle in any setting and is particularly
necessary in relation to children needing intimate care/nappy changing/toileting
support
Staff must







Consult with parents to make the process of Intimate Care/Nappy
changing/Toileting support as comfortable as possible and ensure that they
have a full understanding of the care needed and any religious/cultural
sensitivity.
Get prior written permission from parents
Encourage parents of children who have specific intimate care needs to work
with staff to ensure their child’s needs are identified, understood and met.
This will include involvement in the development of Individual Education Plans
(IEP’s), Health Care Plans, and any other plans that might involve Intimate Care.
Exchanging information with parents including for example support and advice
for potty training.

Procedures for toileting





Encourage the child to use the toilet, but listen to the child
Talk the child through self-help strategies when toileting, offer help but ensure
the child has given permission
In the event of an incident where the child needs changing use the above
strategies
Adhere to Infection Control and Health and Safety Policies

Procedure for nappy changing




Be mindful of the verbal and non-verbal communication of the child
Ensure that the process of changing a nappy is respectful, dignified and as noninvasive as possible
Adhere to Infection Control and Health and Safety Policies

Procedures if a child refuses intimate care



Inform supervisor who can try to encourage the child
If this is unsuccessful inform a Line manager who may contact the
parent/guardian for advice and support
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Links to other policies









Child Protection/Safeguarding Policy
Confidentiality Policy
Infection Control Policy
Health & Safety Policy
Staff Recruitment Policy
Manual Handling Policy
Anti-Bullying Policy
Participation Policy
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Partnership with Parent’s Policy
ABBEY Sure Start believes in developing effective partnerships with parents in order to enhance
the learning and development of the children with whom they work. We promote active
participation by making the sharing of information accessible and understandable to everyone
‘We are all learners from birth and it is usually our parents who first give us the confidence and
motivation to explore the world around us and who continue to keep us learning and stretching
the boundaries of our understanding…. Parents and practitioners…share a joint interest in, and
responsibility for, children’s development and learning. Both parents and practitioners are key
people in building children’s self-esteem and dispositions to learn…. Parents are experts on their
own child; practitioners are experts on children’s learning and development. Children usually
feel more confident and positive about themselves and their learning when parents and
practitioners work together in an atmosphere of mutual respect.’ EYFS
Legal framework:
• Childcare Act, 2006
• Data Protection Act, 1998
• Every Child Matters: Change for Children, 2004
• UN Convention on the Rights of the Child
Policy
ABBEY Sure Start endeavours to build strong, positive relationships with the parents and carers
of all the children who attend our setting
To support this
 We provide information on the policies and procedures of the setting
 We will take time to explain to parents what our policies mean and how we incorporate
our ideals into our practice.
 Questions are answered honestly and we are keen to hear parents views
 Parents are consulted on issues affecting the welfare and development of their children.
 Arrangements are in place to ensure that the child’s key person shares information
about children’s care, learning and development on a regular basis. (In Two Year old
Programmes)
 The experiences that children are involved in are shared with parents to enable them to
participate fully in their children’s lives in the setting.
 Weekly planning is clearly visible.
 Parents are encouraged to look at their child’s observations and opportunities are made
to discuss progress on a regular basis. (In Two Year old Programmes)
 Any concerns that arise about a child’s progress or behaviour are discussed fully with
parents and plans made to address the issues identified.
 The setting works in partnership with a wide range of professionals and organisations.
Information, support and advice are freely available to parents.
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We create many different opportunities for parents to engage and
greatly value the benefits these provide for children, parents and staff.
Procedures for communication to take place between parents and ABBEY Sure Start:
 Observations are maintained by staff and are available for parents to view at all times,
parents are invited to contribute their own observations to the record. (In Two Year old
Programmes)
 There are quarterly meetings for staff and parents where progress is reviewed (in Two
Year old Programmes)
 A home visit is carried out before children begin the Two Year Old Programmes
 A monthly Parents Newsletter is sent home (in Two Year old Programmes)
 Where concerns have been raised then staff / parent meetings are arranged, concerns
discussed and actions agreed. Subsequently there is regular review. Where appropriate
other professionals are consulted and may be involved in these meetings.
 Where appropriate, support is offered to parents who need to liaise with other
agencies.
 Registration packs are distributed to all new parents at home visits providing
information about programmes and services
 A Policy File is always available for parents to view.
 Quarterly newsletters and programme planners are sent to all members
 There is a parent notice-board.
 ABBEY Sure Start operates an open door policy and staff are available to speak to
parents at dropping off and collection times or other convenient times.
 Parent’s views and ideas are always welcomed by staff and used to support the review,
evaluation and development of our provision.
 A questionnaire will be distributed at various points throughout the year to ensure
parents can comment and contribute to the improvement of programmes and delivery.
In order for these procedures to be successful, parents and staff will
 Adhere and show a commitment to the ABBEY Sure Start ethos and values
 Respect each other in line with the Equal Opportunities Policy
 Adhere to the Parents Charter
 Cooperate and communicate with each other
 Ensure that the child is paramount
Links to other policies
Child Protection
Health and Safety
Curriculum
Behaviour Management
Equal Opportunities
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Sickness Policy
If your child appears unwell we recommend that you contact your G.P. or Health Visitor before
bringing the child to crèche. If they are unwell they may not settle in crèche and may prefer to
remain with their parent/carer. For this reason we ask parents not to bring children to the
crèche if they display cold or flu like symptoms.
The following guidelines are taken from a document produced by the Department of Health,
Health Protection Agency.
When the following symptoms are evident, children are not permitted to access crèche
facilities.
ILLNESS / SYMPTOMS

RETURN TO CRECHE ….




Diarrhoea and/or vomiting
E.Coli / E coli 0157




Whooping Cough
Scarlet fever

5 days from commencing antibiotics





Chicken Pox
German Measles
Measles

5 days from onset of rash



Impetigo



Ringworm



Scabies



Mumps



Conjunctivitis
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48 hours from last episode of diarrhoea or vomiting

When lesions are crusted or healed

After commencement of treatment
Until treated: People with the infection should have
two treatments 1 week apart. For those who have
been in contact they should 1 treatment at the same
time as those who have been infected are having
their second treatment.
5 days from onset of swollen glands
Until eyes clear and free from infection
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ABBEY Sure Start Participation Policy
ABBEY Sure Start believes that fostering participation through listening is an integral part of
effective everyday practice and is central to developing positive relationships based on mutual
respect. It should be incorporated into all daily routines and learning opportunities. A listening
culture and ethos can be developed by valuing the voices of young children, parents and staff,
so that everyone’s views are taken into account to foster improvement and also reveal barriers
to development. Active and empathetic listening enables children to be open about feelings of
inequality or isolation. Practitioners who are aware of children, whose voice may be unheard,
are more able to support all children’s rights.
Article 12 (Respect for the views of the child): When adults are making decisions that affect
children, children have the right to say what they think should happen and have their opinions
taken into account.
Article 13 (Freedom of expression): Children have the right to get and share information, as
long as information is not damaging to them or others…. The freedom of expression includes
the right to share information in any way they choose, including by talking, drawing or writing.
UN Convention Rights of the child
Roles and responsibilities of staff
To listen respectfully and considers parents’ children’s and practitioners’ perspectives to get a
holistic sense of children’s experiences
To document in observations and evaluations children’s perspectives and reflect on them
To enable young children’s participation through appropriate action and feed back to children
and parents
To use different techniques, activities and resources in play opportunities to foster
participation
To use a variety of interaction strategies to encourage children to participate as equal partners
To ensure that the environment and ethos is welcoming to all
To ensure that the environment is one in which children and adults feel safe, secure and
respected
To ensure that the curriculum, environment, resources, and interactions are inclusive and
allow all children regardless of ability to access the services in order to participate fully in
programmes
To foster an ethos in which
 Babies and young children feel respected, able to express themselves and know that
their perspectives are valued
 Parents and families know that they, and their children, are listened to and valued as
partners in their children’s learning and development
 Practitioners are supported in reflective practice and are confident to recognise record
and respond to the views and perspectives of babies and young children
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Northern Health and Social Care Trust
Sure Start Healthy Eating Policy
Northern Health and Social Services Trust: Sure Start
This policy applies to: Ballymena Sure Start Project, Coleraine Sure Start Project,
Coleraine Sure Start Project, Dalriada Rural Sure Start Partnership, G-Old Community
Partnership, Horizon Sure Start – Carrick, Horizon Sure Start – Larne and Abbey Sure
Start Project.
Date: January 2019
Date of Review: January 2020
Members of staff responsible for implementation and review: the Sure Start managers
group.
In line with ‘Nutrition Matters for the Early Years 2012’ and ‘Minimum Standards for
Child-minding and Day Care for Children Under Age 12’

Introduction
We aim to offer a high quality service to the children we care for and their parents. We
recognise the need to encourage healthy eating habits from an early age to help children reach
their full potential in terms of growth and development.
Aim:
To work in partnership with families and other professionals to support children in developing
healthy eating practices which will become embedded for life.
Objectives



To provide children with positive healthy eating experiences in order to promote their
wellbeing.
To respect and cater for the different dietary, cultural, religious and health needs of all
our children.
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To encourage children to develop positive attitudes towards food
through the reinforcement of healthy eating in each of the Sure Start settings.
Babies under 6 months
Breast milk, formula or water only.
Recommended weaning age is 6 months, avoid giving foods to babies prior to 6 months to
reduce allergies.
No wheat products before 6 months including bread and bread products.
No honey should be offered before 6 months due to levels of bacteria.
All equipment should be sterilised.
Snacks





Snacks provided are healthy and nutritious
Snacks should be provided at ‘snack times’ and not as an ‘open buffet’ to reduce
damage to teeth and enable children to learn meal and snack time routines.
Where possible snacks are sugar free to avoid damage to teeth.
A variety of foods may be offered as snacks
 Fresh fruit and vegetables cut up into bite sizes pieces
 Tinned fruit in own juice
 Dried fruit is not recommended as it contains concentrated sugar and
may cause tooth decay
 Crackers, rice cakes, pitta bread, bread sticks, bagels, toastwholemeal/white, wheaten, bread muffins, pancakes, scones,
crumpets, potato bread, soda bread, plain popcorn
 Suitable sandwich fillings: banana, spreading cheese, egg, tomato, tuna
and lean meat such as ham, chicken or turkey
 Avoid using sugary spreads, such as jam, honey or chocolate spread
 Cubes of cheese
 Natural yoghurt or plain fromage frais – add own fruit to flavour

Drinks






Milk or water is the recommended drink for young children.
Full cream cow’s milk can be given from 1 year, semi skimmed cow’s milk can be given
from 2 years.
If juices and squashes are given, they are sugar free and well diluted and only given at
mealtimes to avoid damage to teeth.
Sweetened juices, squashes and minerals/fizzy drinks are not recommended.
Children should be introduced to a cup from six months to protect their developing
teeth. From one year all drinks should be a cup.
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Rewards and special occasions





Praise and attention are used to help develop children’s self-esteem and to act as a
positive reward for good behaviour.
If other forms of reward are used, they should not conflict with the healthy eating
principles that are in everyday use. For example: sweets and sugary drinks should not
be given as rewards.
On special occasion the focus will be on the occasion rather than providing fatty or
sugary foods and drink.
o
o
o
o
o
o
o

Sandwiches cut into fancy shapes
Finger sized pizza or quiche
Cocktail sausages (oven baked on a rack, cut length ways to reduce choking0
Plain, unsalted popcorn
Birthday cake (plain sponge cake decorated with fruit by the birthday child)
Fruit punch
Fruit and raw vegetables cut into fingers or fancy shapes

Choking



Ensure all foods are age specific for the child
Be careful with sausages – ensure they are cut into quarters to reduce choking on the
skin

Physical Activity


A healthy lifestyle is promoted through a variety of activities including active play,
outings, cookery, stories, music, etc

Other



It is compulsory for all staff who handles the food to have a ‘Food Hygiene Certificate’
and keep it up dated.
Foods brought in from home should follow these healthy eating guidelines, if in doubt
please inform and discuss with Sure Start manager.
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ABBEY Sure Start Outings Policy
ABBEY Sure Start provides the opportunity for families to go on outings in order to enrich and
extend the experiences of the child and to afford families the opportunities to spend quality
time together in a fun atmosphere.
ABBEY Sure Start believes that it is able to ‘provide rich and stimulating experiences (when
they) make good use of outdoor space so that children are enabled to learn by working on a
larger, more active scale than is possible indoors.’ (EYFS).
In order to achieve this ABBEY Sure Start provides opportunities for
 Local outings e.g. the wooded area or local walks
Valuable and meaningful play experiences are a fundamental part of our curriculum. Taking
children on outings further enhances these experiences by giving the children the opportunity
to
 Explore unfamiliar areas
 Experience new and unfamiliar environments
 Develop their physical cognitive language and PSE skills
 Be free and have open spaces
 Problem solve
 Enjoy nature and natural surroundings
In providing these experiences we must be mindful of the health and wellbeing of the children
at all times
Procedures for local outings e.g. the wooded area or local walks
For local outings (where children and staff walk to the destination or where parents are
requested to drop off their children), we ask that parents/carers give their consent by signing
the relevant section in our parent handbook.
The supervisor will be the designated person in charge and will









Advise parents/carers in advance when these outings are via the newsletter or notices
on site and if any equipment needed i.e. clothing etc.
Operate a staff to children ratio 1:2
Assume responsibility for the same two children throughout the trip
Designate a First Aider
Take a list of children (or register) with them
Take a first Aid kit
Take a mobile phone and contact numbers for staff and children
Take anything else that is deemed necessary for the comfort of the trip
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Take the register of children attending the trip before setting off
Take head counts as deemed necessary throughout the trip
Make provision for children with additional needs, and those speaking English as an
additional language ensuring that their individual needs and safety are properly met
whilst on the outing
Ensure any incident or accident that occurs on the outing is recorded in writing and
signed by the parent/carer on that day
Carry out a risk assessment of the destination in advance of the trip and complete the
outdoor checklist at every visit
Plan a safe walking route to the destination

ABBEY Sure Start provides opportunities for
 Trips e.g. opportunities for family outings
ABBEY Sure Start values positive partnership with parents and aims to promote the
development of the whole child. Positive Parent/Child relationships are key to this
development and trips are one way to afford parents and children the opportunity to develop
those relationships by
 Sharing new and exciting experiences together
 Spending quality time together
 Having fun and enjoying the environment
 Creating shared memories
 Being partners in the child’s development
In providing these experiences we must be mindful of the health and wellbeing of the children
at all times
Procedures for outings involving parental participation
Parents/Carers will be invited on outings throughout the year and informed beforehand of
 Transportation arrangements
 Start and finish times
 Specific clothing required
 Lunch arrangements
There will be a designated staff member in charge of the outing who will






Assign roles and responsibilities to each member of the team
Take a list of those attending the trip
Ensure that if transportation is required the company used is fully insured and
complies with Health and Safety requirements
Complete a risk assessment for each outing
Complete an outings form
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Designate at least one first aider
Take a list of children (or register) with them
Take a first aid kit
Take a mobile phone and contact numbers of staff and children
Take anything else that is deemed necessary for the comfort of the trip
Make provision for any participant of the outing who may need special arrangements
made or additional help were able to
Ensure any incident or accident that occurs on the outing is recorded in writing and
signed by the parent/carer on that day
In case of a child going missing the lost/missing Child Procedure (Outings) will be
followed
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ABBEY Sure Start Photograph Policy for Parents
ABBEY Sure Start believes that in order to plan an effective and child centred curriculum each
child’s progress, achievements and interests needs to be recorded. An integral part of this is
the photographing of children in the setting and on outings.
Procedures for photographing children by ABBEY Sure Start Staff






Each site has a business camera; this is the only device that is permitted to be used by
staff to take photographs of children.
Memory cards are kept in a secure place and any unused photos are deleted.
Photographs are only permitted to be stored on ABBEY Sure Start computers.
Photographs used for assessment and observations are kept in a secure place and can
only be accessed by authorised personnel (see Observation and Assessment Policy).
In accordance with our ethos we believe that children have the right to refuse to have
their photograph taken even if parental consent has been given.

Photographs may also be used for:






Display purposes
Newsletters/Promotional materials (such as leaflets, brochures and posters)
Articles
On the ABBEY Sure Start web site
On the ABBEY Sure Start Facebook page

Guidelines for parents/carers
Parents are not permitted to use mobile phones or any other recording devices whilst
attending ABBEY Sure Start without permission from a member of ABBEY Sure Start staff
Consent forms giving permission for photographs to be taken in accordance with the
procedures above must be signed by parents/carers

Links to other policies
Observation and assessment Policy
Confidentiality Policy
Communications Policy
Data Protection Policy
Participation Policy
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SUN SAFETY POLICY
“Children have the right to be as healthy as possible, live and play in a safe, healthy, unpolluted
environment and benefit from preventive health care and education”
UN Convention on the Rights of the Child 1991
The staff at ABBEY Sure Start are committed to ensuring that children get as healthy a start in
life as possible. Outdoor play is an important part of our programme as it is beneficial to
children’s health. This leaflet outlines our policy for enabling children to play in the sun safely.
Why have a sun care policy?
Sun safety is the development and practice of positive health habits which will reduce exposure
to UV rays and protect the skin and eyes against permanent damage. Encouraging children to
practise safety in the sun will develop their awareness as young adults and help prevent serious
problems later in life due to sun burn.
It is recognised that a certain amount of sunlight is good but that over exposure is bad especially
in the case of young children. Children with fair skin, freckles, blond, red or light brown hair and
blue, grey or green eyes are particularly vulnerable but children with dark skin can burn also.
How do we keep your children safe in the sun?
As part of our programme the children get to plan what they do in ABBEY Sure Start. Therefore
if they want to play outside we would only discourage them if the weather conditions were
extreme i.e. excessive sunlight, rain/sleet/snow.
If there is a risk of sunburn we ask that parents apply sunscreen before bringing their child to
the programme. If parents have not applied any sunscreen we will ensure that we always have
factor 30 sun cream available for parents to apply when they arrive for the session.
Sunscreen is only one part of sun safety. During spells of hot weather we would ask you to send
your child to the centre dressed in clothes that keep them cool but covered. Dark tightly woven
materials are better than light see through ones that expose the skin. Young children or children
with close cropped hair should wear hats. We will also have spare sun hats available for any
child who doesn’t bring one.
We will ensure that children stay in the shade as much as possible and have constant access to
cold drinks.
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FULL LIST OF POLCIES AVAILABLE AT ALL SITES OR VIA EMAIL
ADMIN@ABBEYSURESTART.CO.UK


































Absence of Manager Policy
Accident and Incidents Policy
Additional Needs Policy
Admissions Policy
Alcohol and Drug Policy
Annual Leave Policy
Anti-Harassment Policy
Behaviour Management Policy
Camera and Recording Equipment
Policy
Code of Behaviour Policy
Complaints Policy
Confidentiality Policy
Control of Absence Policy
Curriculum Policy
Data Protection Policy
Disciplinary Policy
Equal Opportunities Policy
Finance Procedures Policy
Flexi Break Policy
Grievance Policy
Harassment Policy
Health & Safety Policy
Healthy Eating Policy
Human Rights Policy
Hygiene Procedures
Internet Policy
Intimate Care Policy
Legislation on Mobiles & Driving Policy
Lone Working Policy
Management of Medicines Policy
No Smoking Policy
Observation Policy
Observation, Record Keeping &
Assessment Policy
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Outing Policy
Participation Policy
Photograph Policy for Parents
Play Policy
Policy on Stress at Work
Programme, Curriculum Evaluation
Policy
Records Management Policy
Recruitment Policy
Safeguarding Policy
Security and emergency Procedures
Policy
Settling In Policy
Staff Development, Training Policy
Standards of Conduct Policy
Sun Safety Policy
Taxis Policy
Transport Policy
Volunteer Policy
Welfare Policy
Whistle Blowing Policy
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