Committed to safeguarding children

PROSPECTUS

Jesus said, “Let the little children come to me, and do not hinder them, for the kingdom of
heaven belongs to such as these”
Matthew 19:14
Coton Green Church Pre-School, The Coton Centre
Comberford Road
Tamworth
B79 8AA
Tel: 01827 60789
Mobile: 07540616940
Emergency contact mobile 07761392467
Email: preschool@cotongreenchurch.co.uk
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About Us
Our Ethos
Is to inspire in our children a love of learning where they explore, push boundaries and experience
the awe and wonder of their world as they journey with an inspirational staff team who have
learned to see the world through children’s eyes.
A playgroup was established in 1993 by volunteers from Coton Green Church as part of the Church’s
vision to “reach out and show the love of Jesus Christ to the people of Tamworth and surrounding
villages through our service to the community”
The Church and Pre-School is a non-profit making charity with a Board of Trustees who oversee the
running of the organisation. The playgroup developed into a successful pre-school and was first
registered by Ofsted in 1999. In 2011 and again 2015 we were thrilled to be awarded an Outstanding
rating.
Located next to Rawlett School, the Coton Centre is set in its own extensive grounds with views
across the surrounding countryside. The purpose built pre-school suite located on the first floor of
the building is clean and bright with an excellent range of toys and equipment. Our outdoor play
area has been designed for maximum all year use with a shaded area, a covered area and a clean,
safe artificially grassed area. The beautiful extensive grounds are also fully utilised by the pre-school.
A thriving parent and toddler group run by church volunteers meets each Monday morning (9.3011am) in the sport’s hall. Many of the children who attend the pre-school have also attended the
toddler group.

Ofsted said……
“The highly-qualified staff use excellent teaching methods, which are extremely effective. This
results in children who are actively engaged in their learning, enjoy achieving and inspired to think
critically.
Children make significant gains in their learning and development due to the consistently highquality teaching. Staff plan an exceptional range of activities and experiences around the seven
areas of learning, which quickly capture children's curiosity.
The dedicated staff adopt a holistic approach to their work with children and their families.
Parents and carers report they value highly the personalised care their children receive and the
guidance and support they are given.
Staff place the utmost priority in keeping children safe and promoting the well-being and welfare
of children and their families.
The leadership team is highly effective in driving improvement. The programme for staff
professional development fosters a culture of mutual respect and continuous improvement. This
results in staff who demonstrate the highest aspirations and commitment towards achieving
excellence in all areas.

Admissions and Fees
Our Sessions (term time only) are 9.00am - 12.00pm or 9.00am – 1.00, 2.00 or 3.00 pm.
We also have out of hours sessions 8.30-9.a.m and 3pm-3.30pm at a cost of £3.50 per half
hour.
Our waiting list operates in date of birth order. However, where numbers on the waiting list become
excessive, admissions will also be based on the following criteria:Priority of admission per term:1)
2)
3)
4)

Siblings (brothers/sisters) of Pre-School children.
Government Funded 2 or 3 year olds
Children who REGULARLY attend Coton Centre Toddler group.
Children who have occasionally attended Coton Centre Toddler group and who have
registered for pre-school through the Toddler Group.
5) All other children strictly on date of birth order.
Fees and funding

All children aged 3 and over are entitled to 15 hours free Government Funding. Please note
that the funding is not available until the term after their third birthday e.g. if your child’s
birthday is in October the funding will not be available until start of term in January.
Additional Government funding for working parents of 3 & 4 year olds means that a total of
30 hours of funding can be claimed – to find out more visit:
www.childcarechoices.gov.uk
For more information of free funding for 2 year olds visit: www.staffordshire.gov.uk/think2
Working parents may also join the Government Tax-Free Childcare scheme set up to help
parents finance childcare. Please use the link below to apply.
https://www.gov.uk/tax-free-childcare
Additional sessions will be charged at our current hourly rate and an invoice will be issued at
the beginning of each half term. Fees will still be charged when children are absent due to
illness other than serious illness requiring hospital stay in which case they will be waived.
For 3 year olds
Cost per 3 hour session - £15.00
Cost per 4 hour session - £20.00
Cost per 5 hour session - £25.00
Cost per 6 hour session - £30.00
Cost per hour £5.00

For 2 year olds
Cost per 3 hour session - £18.00
Cost per 4 hour session - £24.00
Cost per 5 hour session - £30.00
Cost per 6 hour session - £36.00
Cost per hour £6.00

Fees are payable half-termly in advance (alternative arrangements will always be
considered where need arises). Invoices are issued at the beginning of each half term.
Payment for any extra sessions or hours will be charged as they occur.

Learning and Development
Our approach to learning and development
Learning through play
Play helps young children to learn and develop through doing and talking, which research has shown
to be the means by which young children learn to think. So our emphasis is on play and playful
teaching – we provide challenging playful opportunities to ensure that children are actively involved
in their learning which motivates them to investigate and explore further. By working and playing
with others children are constantly learning about themselves and their social and cultural worlds.
Playing indoors and outdoors quietly or boisterously encourages the child to make discoveries, try
out and practise ideas, take risks, explore feelings, learn from mistakes, be in control and think
imaginatively.
The children have plenty of free play time when they make choices – what they want to play, build,
learn, investigate and create. It’s during these times that imaginations are stirred and interests
developed.
Adult led “together times” teaches the children listening, patience and reflection skills as they talk
and reflect on each other’s ideas and voice their own views. With adult support this encourages
sustained, shared thinking and provides opportunity to talk about values such as tolerance and
respect.
When we plan our activities and topics we first ask the most important question – “Why?” – what is
our intention – in other words how will this impact our children’s learning and development?. Once
the “Why?” is clear, we then plan how we will Implement our ideas and finally, we discuss the
“Impact” on the children’s development to see clearly where their “next steps” need to take them.
Of course, we work in partnership with parents who know their children best, to make sure that we
know and understand every child’s needs and learning style to make sure that no child is left behind,
gaps are closed and full potentials reached.

A Summary of the Early Years Foundation Stage
The Aspects of Learning and Development
There are 7 areas of learning and development which are divided into 3 prime and 4 specific areas.
Prime Areas
Personal, Social and Emotional Development, Physical Development Communication and Language
Specific Areas
Literacy – Reading, Writing,
Mathematics – Numbers
Understanding the World - People and Communities, The World, T
Expressive Arts and Design – Exploring and Using Media and Materials, Being Imaginative
You can find more information about the EYFS using this link: Early years foundation stage (EYFS)
statutory framework - GOV.UK (www.gov.uk)

Our Daily Routine
Our well planned activities are designed to
stimulate and engage the children’s
imaginations and natural curiosity as they
learn through play and playful activities. Each
session offers a variety of activities both
indoors and outdoors, physical, creative and
fun interspersed with quiet times, small group
adult led learning as well many spontaneous
learning opportunities that arise from the children’s interests. Mid-morning a healthy snack
is provided and with it the opportunity to learn valuable social and self-help skills. Between
12.15 and 12.45 the children sit down to enjoy their packed lunch with the staff – again an
opportunity for communicating and building friendships as well as eating and resting before
afternoon activities begin.

Our Partnership with Parents
At Coton Green Church Pre-School we acknowledge that parents are children’s first and most enduring
educators. When parents and Early Years settings work together the results have a positive impact on
children’s development and learning.
Before your child starts at Pre-School you will receive information about your child’s designated Key
Person. The Key Person will be responsible for compiling a profile containing samples of work and
observations and summaries showing your child’s progress towards the Early Learning Goals. She will also
plan and provide stimulating educational activities during the small group session each morning. A two
way flow of communication is important and we will keep you informed of topics, activities and events by
newsletter and emails.
We have a lot to learn from each other and therefore we value and encourage parents to contribute to
their child’s progress. We can share your child’s progress and Pre-School experience by:
All About Me information sheets, Twice yearly summary assessment reports, Achievement
certificates and notes home giving information about your child’s Next Steps and how you can help
them progress, by having an Open Door Policy where parents are actively encouraged to talk and
share concerns and achievements with us.

How parents take part in the setting
There are many ways in which parents can help in making the pre-school a welcoming and stimulating
place for children and parents, such as:
•
•
•
•
•
•

Exchanging knowledge about your child’s needs, activities, interest and progress
By allowing your child to bring in relevant items or anything important to them from home to share
with their friends
Sharing their own special interests with the children
By spending a morning in the pre-school to help with a special activity such as large construction or a
nature walk or treasure hunt
Building friendships with other parents in the setting
By supporting and attending our plays and concerts that the children take part in.

What our parents say
“The staff go over and above their role to ensure all the children in their care leave the preschool
prepared with the ability to thrive in the Primary School Environment”
“I too will be saddened to leave this delightful family, nothing is too much trouble and their ethos seems
to focus on the family whatever the structure, and they are willing to offer advice to parents if needed,
their peace of mind being as important as the children’s wellbeing”
“you have looked after my precious girls as if they were your own and I always knew they were safe and
loved whilst with you”
“I can’t recommend you highly enough – your dedication and skill with the children is truly outstanding”
“I always knew I was leaving my child in the best possible environment with people who would love and
care for him as I would myself – thank you – we will miss you all!”
“Your efforts to improve are tireless and your dedication to the children and support for parents if
needed is outstanding”
“I think the whole team go above and beyond the call of duty in giving the children a sense of
belonging and a pride in their achievements. I wouldn’t hesitate to recommend the Coton Green
Church Pre-School to anyone”

Every child is assigned a Key Person.
The role is a vital one and has been put in place to safeguard the welfare of children. A key person
ensures that each child’s learning and care is tailored to meet their individual needs. The key person
helps the child to become familiar with the setting, offers a settled relationship for the child and
builds a relationship with parents that fosters trust and respect. In this way the key person is able to
engage and support parents to guide their child’s development at home.

Settling In
We understand that all children’s needs are different and so we are happy to take a very flexible
approach to settling in. It may be that your child will need you to stay with him/her for a short while
(or a long while) before leaving or it may be that a kiss goodbye and ”see you later” is all that is
necessary. We always say that we don’t know what to expect until the child actually arrives but
what we do promise is that you and your child will have our total support during this time.

Collecting your Child
Children must be collected by their main carer/parent or designated adult for that day
If a child is going to be collected on a regular basis by someone other than a parent known to
us, we require, during the child’s initial settling in period, that we meet the designated
person or persons (for example grandparents or childminder).

If a parent or carer or the designated person known to us cannot collect the child and the
person collecting the child is unknown to us (due to unforeseen circumstances or emergency,
we will ask for the name and a brief description of the person collecting the child. We will also
ask the parent to provide a password.

Late Collection Policy
In the event that a child is not collected by an authorised adult at the end of a session the school puts
into practice agreed procedures. These ensure that the child is cared for safely.

•

•

If a child is not collected within 10 minutes of the end of the arranged session, and no message has
been received the following procedures apply:
The child will remain in the classroom at a cost of 50p for the first 15 minutes after that a penalty
charge of £5 and session charge will be implemented until the child is collected.
If a child is not collected by 3.15pm:
A charge of £15 per hour to cover the cost of staff overtime will be applied.
Note: the above procedures will always be implemented at the manager’s discretion taking into
account exceptional or unforeseen circumstances. Remember a message to staff makes a big
difference – especially to your children
Attendance policy and procedure
Childcare settings recognise the importance of encouraging families to get into consistent routines
and to ensure they monitor the attendance of all children.
Recent research shows that children who consistently attend early years provision achieve better
GCSE grades and gain higher earnings later in life.
We also know that infrequent attendance in early years can continue for many children into their
school lives and have a detrimental impact on their life chances.
The current Provider Agreement (2017-18) states: (17.7) Providers must maintain an up to date
record of attendance for all children for whom they provide EEF places. If a child has been absent
and not attended any amount of EEF hours over a four week period (consecutively or sporadically)
within the same term, the preschool must contact the EEF Team. Sporadic and inconsistent
attendance is defined as when a child is consistently not attending the provision for their set pattern
of hours and the setting has not been given an explanation of why. We will use our discretion on
when to discuss with parents and involve other services. This may also lead to the withdrawal of the
funded place.
If a child has not accessed the provision for any amount of funded hours over a four week period
(consecutively or sporadically) but a parent has notified the setting with a reason, notification to the
health visiting service may not be required.
If a reason has not been given for repeated absence and contact cannot be re-established with the
family, providers may wish to involve the health visiting service if they have concerns. Consent would
NOT be required under these circumstances, as covered within the Parent Declaration form.6
Providers can contact The Education Safeguarding Advice Service if they wish to seek further advice
and guidance.

Dress Code and Uniform
A non-mandatory uniform is available - through SK School Uniforms | Quality Schoolwear &
Sportswear in Tamworth

Please dress your children in comfortable and easy to manage clothes to help them when
they go to the toilet e.g. jogging bottoms, leggings and preferably clothes that don’t matter
too much! Try to avoid belts and dungarees which young children find difficult to fasten and
unfasten. Please only send your child in shoes that they can fasten and unfasten easily – e.g.
velcro not laces which have proved to be a safety risk as well as an added stress not only to
staff but for the child who needs to constantly ask for his/her laces to be tied!
Thanks – we really do appreciate your support in this area. Please provide a clearly named
bag containing spare clothes for your child which we ask to be left at preschool. Finally, all
items of clothing should be clearly labelled with your child’s name.

Toilet Training
We welcome all children and recognise that all children develop at their own unique pace
including becoming reliably toilet trained. Please be assured that we will work with you to
help your child achieve the goal of being fully independent in this area of development.
Please note that we don’t take individual potties for children. We have found that using our
child-sized toilets is very successful and easy for children who are toilet training without the
added burden of managing multiple potties in our toilet/nappy changing room.
If your child is still in nappies, please provide a named bag containing spare nappies, wipes
and nappy sacks as well as plenty of spare clothes. If we have to change your child’s clothes,
we will put the soiled clothes in a bag on their peg. Please note we always have plenty of
spare clothes if required – just wash them and bring them back is all that we ask.
Children have free access to the toilet at all times and will be encouraged to use the
toilet independently.
Staff adhere to a strict nappy changing policy and procedure to ensure high standards
of hygiene are maintained.
Assistance will be given to any children requiring help in a caring and sympathetic
manner. Assistance will only be given by staff with DBS clearance.

Food and Drink
We provide a healthy nutritious snack during the morning so
there is no need to bring any additional food or drink. We will
accommodate any special dietary needs, as indicated on the
Medical Information Form. Fresh water is made available
throughout the day; please encourage your child to ask for a
drink if they are thirsty.
If your child is staying for a packed lunch please try and make it as healthy and nutritious as possible.
Remember to put their names on their bag and do not include, nuts, foods containing nuts, sweets
or fizzy drinks.
We are not able to offer refrigerator space for lunch boxes so it is advisable to put an ice pack into
the box to keep food at the correct temperature. Ideas for healthy packed lunches can be found on
the information desk. Please feel free to take a copy. Alternatively, the link below is an excellent
resource containing advice and ideas for all aspects of healthy eating:
https://www.nhs.uk/change4life/recipes/healthier-lunchboxes#zLozdq02pUl5x1P5.97

Illness and Accidents
All children, at times, suffer from mild coughs and colds but unwell children do not benefit
from being at pre-school.
If a child becomes unwell during the session, we will ask the parent/carer to collect them as
soon as possible. Meanwhile we will comfort and care for the child (in isolation if
appropriate) until the parent/carer arrives.
All minor injuries will be treated appropriately and an accident form which requires a
parent/carer signature will be completed.
If your child bumps their head, you will be given a letter explaining symptoms to look out for.
However, if the injury is of a serious nature we will contact parents immediately and ask
them to seek appropriate medical advice.
Advice on common childhood infections such as Thread Worm and Head Lice can be found on
our information desk on the landing.
*To prevent the spread of infection, any child suffering from Vomiting and Diarrhoea must be kept
at home for at least 48 hours after symptoms cease.

Administering Medicines
While it is not our policy to care for sick children, who should be at home until they are well enough
to return to the setting, we will agree to administer medication as part of maintaining their health
and well-being or when are recovering from an illness. In many cases, it is possible for children’s
GP’s to prescribe medicine that can be taken at home in the morning and evening. As far as possible,
administering medicines will only be done where it would be detrimental to the child’s health if not
given in the setting. Our full Administering medicines policy is available to view on the website or
please ask for a copy.

Managing Behaviour
We aim to work towards a situation in which children can develop self-discipline and self-esteem in
an atmosphere of mutual respect and encouragement. We acknowledge good behaviour and
emphasis is placed on praising good manners, kindness and consideration towards others.
•
•
•

When a child behaves in an unacceptable manner they will be given support and guidance and
together we will find an appropriate solution
Recurring problems will be dealt with by the Pre-school in partnership with the child’s
parents/carers. Records of significant incidents will be kept and will require a parent’s signature.
If the unacceptable behaviour continues and cannot be resolved after all avenues have been
exhausted, exclusion may be necessary. At this point any fees will be refunded.
A copy of our full Behaviour Management policy can be found on the website or we can provide a
printed copy on request.

Try these tips to encourage the behaviour you want in your child
1. Children do as you do. Your child watches you to get clues on how to behave in the world. You’re
her role model, so use your own behaviour to guide her. What you do is often much more important
than what you say.
2. Show your child how you feel. Tell him honestly how his behaviour affects you. This will help him
see his her own feelings in yours, like a mirror. This is called empathy. By the age of three, children
can show real empathy. So you might say, ‘I’m getting upset because there is so much noise I can’t
talk on the phone’. When you start the sentence with ‘I’, it gives your child the chance to see things
from your perspective.
3. Catch her being ‘good’. This simply means that when your child is behaving in a way you like, you
can give her some positive feedback. For example, ‘Wow, you are playing so nicely. I really like the
way you are keeping all the blocks on the table’. This works better than waiting for the blocks to
come crashing to the floor before you take notice and bark, ‘Hey, stop that’. This positive feedback is
sometimes called ‘descriptive praise’. Try to say six positive comments (praise and encouragement)
for every negative comment (criticisms and reprimands). The 6-1 ratio keeps things in balance.
Remember that if children have a choice only between no attention or negative attention, they will
seek out negative attention.
4. ‘I hear you.’ Active listening is another tool for helping young children cope with their emotions.
They tend to get frustrated a lot, especially if they can’t express themselves well enough verbally.
When you repeat back to them what you think they might be feeling, it helps to relieve some of their
tension. It also makes them feel respected and comforted. It can diffuse many potential temper
tantrums.
5. Keep promises. Stick to agreements. When you follow through on your promises, good or bad,
your child learns to trust and respect you. So when you promise to go for a walk after she picks up
her toys, make sure you have your walking shoes handy. When you say you will leave the library if
she doesn’t stop running around, be prepared to leave straight away. No need to make a fuss about
it – the more matter of fact, the better. This helps your child feel more secure, because it creates a
consistent and predictable environment.

6. Whining: be strong. Kids don’t want to be annoying. By giving in when they’re whinging for
something, we train them to do it more – even if we don’t mean to. ‘No’ means ‘no’, not maybe, so
don’t say it unless you mean it. If you say ‘no’ and then give in, children will be whine even more the
next time, hoping to get lucky again.
7. Keep it simple and positive. If you can give clear instructions in simple terms, your child will know
what is expected of him. (‘Please hold my hand when we cross the road.’) Stating things in a positive
way gets their heads thinking in the right direction. For example, ‘Please shut the gate’ is better than
‘Don't leave the gate open’.
8. Responsibility and consequences. As children get older, you can give them more responsibility for
their own behaviour. You can also give them the chance to experience the natural consequences of
that behaviour. You don’t have to be the bad guy all the time. For example, if your child forgot to put
her lunch box in her bag, she will go hungry at lunch time. It is her hunger and her consequence. It
won’t hurt her to go hungry just that one time. Sometimes, with the best intentions, we do so much
for our children that we don’t allow them to learn for themselves. At other times you need to
provide consequences for unacceptable or dangerous behaviour. For these times, it is best to ensure
that you have explained the consequences and that your children have agreed to them in advance.
9. Prepare for challenging situations. There are times when looking after your child and doing things
you need to do will be tricky. If you think about these challenging situations in advance, you can plan
around your child’s needs. Give him a five-minute warning before you need him to change activities.
Talk to him about why you need his cooperation. Then he is prepared for what you expect.
10. Time out is a ‘cooling down’ area away from an audience where a child can calm down to the
point that it is possible to discuss with them their behaviour and agree a way forward. The purpose
is not so much to punish as to ‘cool down’. Avoid the use of ‘naughty chairs’ – they reinforce the
image of the child as ‘the naughty one’ and do not support self-esteem or self-control.

It may surprise you to know that….

All Children Lie
Children typically begin lying in the preschool years, between two and four years of age. These
intentional attempts at deception may worry parents, who fear their child will become a pintsized social deviant.
But from a developmental perspective, lying in young children is rarely cause for concern. In fact,
lying is often one of the first signs a young child has developed a “theory of mind”, which is the
awareness others may have different desires, feelings, and beliefs to oneself. When a child
misleadingly claims “Daddy said I could have an ice cream”, they’re using this awareness of
others’ minds to plant false knowledge.
While lying itself may not be socially desirable, the ability to know what others are thinking and
feeling is an important social skill. It’s related to empathy, cooperation, and care for others when
they’re feeling upset.
Ref/source: https://theconversation.com/why-do-kids-lie-and-is-it-normal-98948

Physical Development
Our staff understand the importance of physical development on the learning ability and emotional
wellbeing of children. Our curriculum is filled with play consisting of lots of sensory integration
activities that strengthen fine and gross motor abilities, balance, laterality and proprioception.
Proprioception literally means having a sense of ourselves - where our body is in space, where it
starts and finishes – in other words knowing without having to look, that we are moving parts of our
bodies for example, as we walk down the stairs or brush our teeth. Children need lots of
opportunities to develop their proprioceptive system, physical movements, like sweeping with a
broom, pushing a wheelbarrow, carrying bags, pulling up weeds help to do this.
The Vestibular system is our balance mechanism and the link between balance, learning and
emotional wellbeing is well researched. The vestibular system is involved in regulating movement –
making it automatic, well controlled and precise. It is important that children have plenty of
opportunities to develop a strong vestibular system by having access to outdoor play and physical
play where they can climb, jump on and off things, teeter on the edge of things like crates or logs to
practice safe falling – literally feeling on the edge. Regular music and movement sessions where
children twirl, spin, and roll also help to keep them “well balanced”.
Laterality
By the age of four most children are able to use both sides of their body together – this is called
“crossing the midline” it is basically the ability to move one hand, foot, or eye into the space of the
other hand, foot or eye for example when scratching an elbow. Crossing the midline of the body
(cross lateral movements) encourages connections between the two hemispheres of the brain and
help the limbs, eyes and ears to work together across the body.
To help children develop efficient crossing of the midline we include fun exercises into our regular
music and movement sessions that involve crossing the midline such as drawing a figure of eight on
its side or singing the “elephants have wrinkles” song while we swing our arms (trunks) from side to
side.

A note about the W-sit
Many parents will have noticed their baby sometimes briefly move in an out of a W-sit when going
from one position to another – this is part of normal development. However, the problem occurs
when children stay in a W position for long periods of time such as when they are playing with toys
on the floor or watching television. This puts excessive pressure on the knee, hip and ankle joints
and if used constantly can lead to other problems such as poor posture, tight hamstrings or even hip
dislocation.
The reason children sit like this is because it feels more stable than other positions and the trunk
muscles don’t have to work so hard to keep the child upright which also means that the child avoids
shifting their weight and rotating their trunk while playing.
However, weight shifting and trunk rotation play an important role in balancing, crossing midline and
using both hands together, which are skills that provide the foundation for hand preference and the
development of fine motor activities such as writing so it is really important that you encourage your
child to adopt alternative ways of sitting such as kneeling, cross legged or with legs out straight – this
is something we always do in pre-school.

Child Protection Policy
This document has regard to the statutory guidance Working Together to Safeguard
Children 2018.
•
•

This organisation believes that children must be protected from harm at all times.
We believe every child should be valued, safe and happy. We want to make sure that
children we have contact with know this and are empowered to tell us if they are
suffering harm.

•
•

We want children who attend our preschool enjoy what we have to offer in safety.
We want parents and carers to be supported to care for their children in a way that
promotes their child’s health and well-being and keeps them safe.

We do this by:
•

Having a Designated Safeguarding Lead – Mrs Jo Scott who is responsible for dealing
with any concerns about the safety and welfare of children.

•

All staff and volunteers are vetted for their suitability to work with children – in line
with our Recruitment policy.

•

All staff and volunteers receive an induction and training in line with Staffordshire
Safeguarding Children Boards training strategies. This includes information on
recognising where there are concerns about a child, where to get advice and what to
do if no one seems to have taken their concerns seriously (as detailed in our
Whistleblowing policy)

•

By following strict protocols for the recording of injuries sustained by children
outside of the preschool.

•

All staff and volunteers recognise that children are capable of abusing their peers
and therefore ensure that all concerns are addressed appropriately

•

We endeavour to make this organisation a safe and caring place for children to be by
having a code of conduct for staff and volunteers who are expected to comply with
it.

•

Staff and volunteers recognise the additional barriers that exist when recognising the
signs of abuse and neglect of children who have special educational needs and or
disabilities.
Having policies and procedures for dealing with children who go missing from
education, particularly those who go missing on repeat occasions. Staff understand
that children who are missing might be at risk of abuse and neglect.

•

•

All staff have a sound knowledge and understanding of their prevent duty in keeping
children safe from the dangers or radicalisation and extremism - Extremism goes
beyond terrorism and includes people who target the vulnerable – including the
young – by seeking to sow division between communities on the basis of race, faith

or denomination; justify discrimination towards women and girls; persuade others
that minorities are inferior; or argue against the primacy of democracy and the rule
of law in our society.
Working Together to Safeguard Children 2018 defines the main categories of child abuse.
The categories are as follows:
Neglect
Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs,
likely to result in the serious impairment of the child’s health or development. Neglect may
occur during pregnancy as a result of maternal substance abuse. Once a child is born,
neglect may involve a parent or carer failing to:
•
•
•
•

Provide adequate food, clothing and shelter (including exclusion from home or
abandonment)
Protect a child from physical and emotional harm or danger;
Ensure adequate supervision (including the use of inadequate care-givers); or
Ensure access to appropriate medical care or treatment. It may also include neglect of,
or unresponsiveness to, a child’s basic emotional needs.

Physical Abuse
Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding,
drowning, suffocating, or otherwise causing physical harm to a child. Physical harm may also
be caused when a parent or carer fabricates the symptoms of, or deliberately induces, illness
in a child.
Sexual Abuse
Sexual abuse involves forcing or enticing a child or young person to take part in sexual
activities, not necessarily involving a high level of violence, whether or not the child is aware
of what is happening. The activities may involve physical contact, including assault by
penetration (for example, rape or oral sex) or non-penetrative acts such as masturbation,
kissing, rubbing and touching outside of clothing. They may also include non-contact
activities, such as involving children in looking at, or in the production of, sexual images,
watching sexual activities, encouraging children to behave in sexually inappropriate ways, or
grooming a child in preparation for abuse (including via the internet). Sexual abuse is not
solely perpetrated by adult males. Women can also commit acts of sexual abuse, as can
other children.
Emotional Abuse
Emotional abuse is the persistent emotional maltreatment of a child such as to cause severe
and persistent adverse effects on the child’s emotional development. It may involve
conveying to children that they are worthless or unloved, inadequate, or valued only insofar
as they meet the needs of another person. It may include not giving the child opportunities
to express their views, deliberately silencing them or ‘making fun’ of what they say or how
they communicate.

It may feature age or developmentally inappropriate expectations being imposed on
children. These may include interactions that are beyond the child’s developmental
capability, as well as overprotection and limitation of exploration and learning, or preventing
the child participating in normal social interaction. It may involve seeing or hearing the illtreatment of another. It may involve serious bullying (including cyber bullying), causing
children frequently to feel frightened or in danger, or the exploitation or corruption of
children. Some level of emotional abuse is involved in all types of maltreatment of a child,
though it may occur alone.

Worried about a
child or young person...
Don’t wait until you are certain, if you believe that a child or young person is
at immediate risk contact:
Staffordshire First Response service on
0800 13 13 126
Or email

first@staffordshire.gov.uk or
call the police on 999
(if you would like to talk to someone here about your concerns please talk to
Jo Scott or Sophie Van-Harten who are the safeguarding leads
for the preschool)

Staffordshire Safeguarding Children Board have produced a booklet called “Protect your
little bundle from birth and beyond” which is full of crucial, sound advice for all parents.
You can find it on their website: https://www.staffsscb.org.uk/Professionals/Publications/Parents-and-CarersDocumentation/Final-Version-of-Child-Safety-Booket-2018.pdf
Another excellent website with sound practical advice on keeping children safe – covering,
stranger danger, fire safety, water safety, road safety, animal safety and home safety can be
found using this link: https://www.theschoolrun.com/safety-tips-for-kids

Safety Around the Home
Tips/Advice
Help your child stay safe at home and out and about by teaching them these important water safety, fire
safety, road safety, home safety, animal safety and stranger danger basics.
In the early years of your child’s life, most of the responsibility for keeping them safe belongs to you.
But as they get older and more independent, it’s important that they learn some key safety rules, whether
they are walking to school or around the pool on holiday.
Knowing how to speak to your child about safety can be tricky. It’s not always easy to the importance of
keeping themselves safe without scaring them.
We asked the experts at the Child Accident Prevention Trust (CAPT) for their advice on teaching your child
the basic rules they need to know to manage risks and stay safe.
Water safety for children
Many children love being in water, whether it’s a swimming pool, the sea, or just a paddling pool in
the garden, but drowning is one of the biggest causes of death in young children.
‘As children grow, they become more capable in water, but no matter how good a swimmer your
child is, they still need an adult keeping an eye on them, as they can get into difficulty quickly and
quietly,’ says Katrina Phillips, CEO of CAPT.

•
•
•

•
•
•

What to tell your child:
Only swim if you’re in a safe place, like a public swimming pool with a lifeguard.
At the beach, look for the red and yellow flags and swim between them. This is the area patrolled by
lifeguards.
Even if the sea looks lovely and flat, the wind can sweep you out to sea scarily quickly if you’re on an
inflatable, so it’s best to only use these in a swimming pool. Look out for an orange windsock: this means
the wind is especially dangerous.
Swimming in canals, lakes or rivers can be dangerous because of strong currents that you can’t see,
freezing cold water that’s deeper than you expected, and objects lurking in the water.
If you fall in, float or swim on your back.
If someone else is in difficulty in the water, tell someone nearby, like a lifeguard or another adult. Don’t
jump in yourself! You can throw them a life ring or another floating object, but it’s important not to put
yourself in danger.
Fire safety for children
Having working smoke alarms is one of the best ways to protect your family from fire at home, but it’s still
vital that your child knows some basic fire safety rules.
This will help them know what to do if they discover a fire, or if their clothes catch fire, as happened to
Claudia Winkleman’s daughter, whose Halloween costume caught light on a candle while trick or treating.

•

What to tell your child:
Don’t be tempted to play with matches, lighters or candles, as fires can get out of control really quickly.

•
•
•
•

•

•
•

If you see smoke or flames, tell a grown-up straight away. It’s really important that you don’t try to put
the fire out yourself.
If the smoke alarm goes off at night, shout to wake everyone up.
If there’s a fire, get outside as quickly as possible using your normal way out. Don’t hide under a bed or in
a wardrobe, and don’t stop for toys or pets.
If you’re trapped inside and there is smoke, crawl along the floor where the air is cleanest. Go to a room
with a window that opens. Put blankets, towels or clothes at the bottom of the door to stop smoke
getting in.
If there’s a phone, call 999 and say that there’s a fire. Give as much information about your address as you
can. If there isn’t a phone, open the window and shout for help. This will help firefighters see where you
are, so they can come and rescue you.
Shut your bedroom door at night: if there’s a fire, this will help to stop it spreading to your room so
quickly.
If your clothes catch fire, don’t panic – STOP, DROP, and ROLL. STOP what you are doing. DROP to the
ground and cover your face with your hands. ROLL over and over to put out the flames.
Road safety: how to talk to children
At some stage, your child is likely to outgrow holding your hand and develop more independence around
roads, including walking or cycling to school alone.

•
•
•
•
•
•
•

‘Children have difficulty judging speed and distance until they are at least eight, and older children are still
at risk: the number of children injured as pedestrians peaks at 12, when many start travelling to and
from school on their own,’ says Katrina.
‘Getting your child into safe habits early and setting a good example yourself can really help later when
they’re more independent 'keep road safety advice’ simple and make it fun.
What to tell your child:
Paths and pavements are for people – roads are for traffic. The safest places to cross are underpasses,
footbridges, traffic light crossings, zebra crossings and with a lollipop person.
(For younger children) Hold a grown-up’s hand near roads and don’t let go. Stop straight away if you’re
told to.
When you need to cross a road, follow the Green Cross Code together: think where it’s safe to cross, stop,
look and listen, wait for any traffic to pass and then check again – arrive alive!
When you get out of the car, get out on the pavement side if you can.
Always wear your seatbelt in the car, and if you’re travelling by bus, minibus or coach, if there is one.
Always wear a helmet if you’re on your bike or scooter.
If you’re out in the winter or in the dark, wear bright or reflective clothing so you can be seen.
§ Read our advice about cycling safety and Bikeability.
Home safety for children
‘For under-fives, most serious accidents happen in the home, but as your child grows, the serious risks
reduce,’ says Katrina.
‘They are more able to help with day-to-day jobs and can learn to take more responsibility for themselves,
but there are safe behaviours that they need to learn alongside their growing independence.’

•
•

What to tell your child:
Water and electricity don’t mix: never to take electrical appliances into the bathroom.
If you’re helping in the kitchen carry scissors and knives pointing downwards, use oven gloves and don’t
leave anything cooking unattended.

•

•
•

Keep your toys out of reach of younger brothers or sisters – especially if they have small or dangerous
parts (parents: bear in mind that children might forget, so always keep an eye on younger children
yourself).
Sit down when you’re eating so you chew and swallow properly, and be careful when you’re eating
chewing gum, ice cubes and sweets, as you could easily choke on them.
Never put small items in your mouth, especially button batteries and magnets: they can be really
dangerous if you swallow them accidentally.
How to talk to children about stranger danger
Many of us grew up with the threat of stranger danger had nightmares about shadowy figures in black
trench coats. But children need to know that any person they don’t know could be dangerous, even if
they’re female or ‘look nice’.
They also need to know what to do if they get lost in public.

•
•
•
•
•
•
•
•
•

What to tell your child:
Don’t take sweets or presents from a stranger (unless you’re with a trusted grown-up and they say it’s
okay).
Never get into a car with a stranger or go off with them.
Stay with your friends if you go out to the park or shop or for a walk without a grown-up.
It’s okay to break the rules if you think you’re in danger: for example, you could shout, scream, kick or run
away.
Some people are ‘safe strangers’, like police, paramedics and shop assistants. If you need help you can ask
one of these people: you can tell who they are because they’re wearing a uniform.
You can also go into ‘safe buildings’ if you’re feeling anxious, like a doctor’s surgery, library, supermarket
or post office.
If you get lost, stay where you are rather than going to find your grown-up: this will make it easier for
them to retrace their steps and find you.
Practise saying your name, address and phone number so you can tell a safe adult if you get lost.
For advice staying safe with strangers online, read our advice on online safety and gaming safety
Animals and children: safety tips
Animals and children can have a special bond, but any animal – even one they know well – could turn on
them if they feel threatened.
It’s important that your child knows how to treat animals with respect, whether they’re a family pet or
one they’ve never met before.

•

•
•
•

What to tell your child:
Play gently with your pet, rather than pulling ears or tails, climbing, or lying on them, or taking a toy when
they’re playing with it. You could throw a toy for them to play with, or teach them a trick like rolling over
or shaking paws.
Don’t disturb an animal when they're eating, sleeping, having a treat or playing with a special toy or
blanket.
Never go up to a dog you don’t know, for example in the park, even if it looks friendly.
If you’ve been feeding an animal, helping to pick up their poop or clean their cage, or have been at a farm,
zoo or petting zoo, wash your hands well with soap and water.

https://www.theschoolrun.com/safety-tips-for-kids

Equality and Diversity
Equality and diversity is not a policy we pursue simply because the legislation requires us to. We
pursue the policy because it is morally right and because it enhances and supports our practice.
We firmly believe that valuing diversity is about appreciating and enhancing everything that
everyone regardless of background, has to offer.

British Values
Since September 2014, schools and Early Years settings in England have been required by
Ofsted to show that they are actively promoting British values. The Government have
defined British values as:
• Democracy • The rule of law
• Individual liberty and mutual respect
• Tolerance of those with different faiths and beliefs.
• Settings are not allowed to:
• Actively promote intolerance of other faiths, groups, cultures and races
• Fail to challenge gender stereotypes
• Routinely segregate girls and boys
• Isolate children from their wider community
• Fail to challenge behaviours that are not in line with the fundamental British values

above
The EYFS strongly promotes tolerance and democracy – our children learn right from
wrong, mixing and sharing with other children, learning to value each other’s views and
the differences and similarities between themselves and others and challenging, with our
support and guidance, negative stereotypes. Our Ethos, daily practice, planning and
delivery of the EYFS has always been underpinned by the British values.

MOBILE PHONE USE
We also respectively request that all visitors including parents and carers do not use their mobile
phone while inside the preschool rooms or outdoor play area. This is in line with our Child Protection
procedures incorporating the Mobile Phone policy and Camera and Image policy which is on our
website – a printed copy can be provided on request. It is a requirement under the EYFS Framework.

COMPLAINTS POLICY AND PROCEDURE
We are always concerned for the total wellbeing of children whilst in the Pre-School. If children or
parents have any worries or concerns, the situation will be handled quickly and sympathetically by
the Child’s key worker and practical steps taken to rectify the problem. If parents or children have
a serious concern, the Manager must be consulted.
The Trustees of The Coton Green Church will be informed about any written complaint and all
parents are able to contact the Head of the Board of Trustees relating to a complaint concerning
the pre-school. Please address your complaint to Mr Jonathon Knew, Chair of Trustees, The Coton
Green Church, Comberford Road, Tamworth, B79 9AA. The Trustees will work with the Church
Operation Manager, Mr Lindsay Scott, the Pre-School Manager and parents to resolve the
problem.
If the complaint leads to any suspicion that a criminal offence may have been committed against a
child the complaint will be referred to First Response (Staffordshire) and the police.
Similarly a complaint that leads to a suspicion of abuse of a child that does not seem to be a
criminal offence will be referred to First Response (Staffordshire); they will refer to the Police if
needed.
Other matters may need to be referred to the local police station, e.g. theft.
All written complaints relating to the requirements will be investigated and complainants will be
notified of the outcome within 28 days of receipt of the complaint. A record of all complaints will
be kept for a minimum of three years. Complaint forms will be made available on request.
OFSTED are our regulator and can be contacted should parents have a serious concern –
OFSTED Complaints and Enforcement: 0300 123 1231
Address: Ofsted
Piccadilly Gate
Store Street
Manchester, M1 2WD
Website: www.ofsted.gov.uk
It is a legal requirement that all providers must provide OFSTED with a record of all complaints
made during any specified period and the action which was taken as a result of each complaint.

PRIVACY NOTICE
Here at Coton Green Church Preschool, we are committed to maintaining the trust and confidence of
our parents/carers and staff, we want you to know that Coton Green Preschool is simply not in the
business of selling or trading email lists with other companies and businesses for marketing
purposes.
This Privacy Notice provides lots of detailed information on when and why we collect your personal
information, how we use it, the limited conditions under which we may disclose it to others and how
we keep it secure. Please read on…thanks.
The Lawful grounds for processing of personal data
All early years providers are required to collect information about children and their families to
comply with the statutory requirements of the Early Years Foundation Stage, HMRC, the Childcare
Register, The Early Years Inspection handbook and Ofsted. These questions we ask are statutory
and cannot do our job without them, therefore no consent is required. In other instances the
questions we ask parents are useful and allow us to do our jobs better and for these we need to
ask consent. GDPR states that data processing must be lawful, fair and transparent and….
•
•
•
•

Collected for specified, explicit and legitimate purposes.
Minimal – adequate, relevant and limited to those which are necessary.
Accurate and kept up-to-date (please ensure that you inform us of any changes to your
personal data)
Stored for no longer than necessary and kept secure.

Your rights
Under the Data Protection Act you have a right to make a request for a copy of all of your personal
information we hold about you. We want to make sure that your personal information is accurate
and up to date. You may ask us to correct or remove information you think is inaccurate.
Complaints procedure
Your data will be held and processed in line with the Data Protection Act 1998 and General Data
Protection Regulation May 2018. If you feel that your data is being handled incorrectly, you should
speak to the Data Protection Officer (Mr L Scott, Operation Manager, Coton Green Church) If you
are not satisfied with the response you receive you can contact the Information Commissioner’s
Office at the following address:
The Information Commissioner’s Office (ICO), Wycliffe House, Water Lane, Wilmslow, Cheshire,
SK9 5AF, Email mail@dataprotection.gov.uk
You can find out what information we ask parents for and why, how it is stored, who access to it
and how long we keep it by reading our full version of this privacy notice – copies of which are
available.

