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SETTLING-IN PROCESS, KEY 
PERSON AND HOME VISITS
While some children are confident on arrival at the 
Kindergarten, the majority will need some transition time to 
adjust in the new environment. 

Children seem to settle in more confidently when they become 
acquainted with their key person in a familiar environment. 
Therefore we propose a home visit before a new child starts in 
the Kindergarten (see the procedures on home visits). Home 
visits have proved to be a brilliant opportunity to build up a good 
relationship to the child in a familiar environment. 

Every child is allocated to a ‘first’ key person who is particularly 
dedicated to the child. The key person is the principal point of 
contact for the parent/carer and will take special responsibility 
for the child. In case the ‘first’ key person is not available, the 
‘second’ key person covers the responsibilities. 

The key person works closely together with the parent/carer of 
the child and decides how the settling-in phase will be arranged. 
This includes at what time the child should be picked up during 
this phase and what things to comfort the child (e.g. blanket, soft 
toy, book) should be brought in to make the child feel confident 
and secure as soon as possible. The key person also gives a 
detailed feedback at the end of every Kindergarten day. 

After a certain period of time (usually 6 weeks) the key person 
will have a meeting with the parent/carer to officially end the 
settling-in phase. The aim of the meeting is to discuss in detail 
how the settling-in phase went and what next steps should be 
taken to develop the child’s strengths and confidence. 

A detailed description of the settling-in phase is available in our 
settling-in flyer. The flyer will be handed out prior to the child’s 
start date in the Kindergarten, usually at the home visit. 

SAFEGUARDING POLICY AND CHILD 
PROTECTION PROCEDURES

Our commitment to safeguarding children
The German Kindergarten team promotes the health, 
development, safety and welfare of all children in its care and 
their families. 

We recognise that the community of children and families to 
whom we provide a service in Southwark is diverse in culture, 
racial background, religion, social class, financial resources and 
ability. Whilst family cultural differences will be respected, they 
will not be viewed as valid explanation for clear harm to a child. 
When concerns for a child’s protection, welfare or safety arise 
the German Kindergarten team will consider making a referral 
to Children’s Social Care in all instances. However, our first 
responsibility is towards the child as laid down in the ‘What to do 
if you’re worried a child is being abused’ guidance, although we 
will always aim to work closely in partnership with parents.

This safeguarding policy and accompanying procedure 
integrates the Southwark Safeguarding Children Partnership 
local guidance. It sets out in detail our procedures and practices 
in managing our approach to safeguarding children and/or their 
parents/carers.

This policy will be reviewed twice per year (or as required), as a 
reflection of our commitment to safeguarding children and  
their families.

Working in partnership with parents/carers 
The German Kindergarten team will inform parents/carers of 
the Kindergarten’s safeguarding duties from the time a child 
takes up their place. A copy of this Safeguarding policy will be 
given to all parents/carers for their own use. We also inform 
parents about changes in Safeguarding standards. 

Our Safeguarding Policy is currently provided in English since this 
is the common language to all families within our community. 
However, we are prepared to provide the policy in a format that 
is most appropriate to the individual family’s needs. 

We also encourage parents/carers to talk about any concerns 
they might have for either their own child or other children 
and request parents’/carers’ assistance in reviewing the child 
protection policy and day-to-day practices within the setting.
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In case we do have concerns for a child’s protection, welfare or 
safety, our aim will always be to provide ongoing support and 
advice to parents/carers (whether or not a referral is made to 
Children’s Social Care or other services). Wherever possible, 
parents/carers will be contacted before a referral is made to 
discuss the nature of the concerns. In case of suspected sexual 
abuse we make a referral directly to City and Southwark 
Safeguarding Children’s Partnership without informing the 
parents/carer first. All further actions in this case are dependent 
on the advice we receive from Southwark. 

However, if there is an immediate concern about the child’s 
welfare or safety, or if there is a possibility that the police may 
need to be involved in an investigation, then we may need to 
contact Children’s Social Care first to decide who is the best 
person to talk to the parents/carers.

Concerns of a safeguarding nature will not be made public 
knowledge within the setting (i.e. with other parents/carers) but 
handled strictly confidentially. They might need to be shared 
however with other professional services.

A detailed procedure ‘Chain of reporting actions, reports 
and who gets involved’ describes in detail how we handle 
concerns regarding the safeguarding of children as part of this 
Safeguarding Policy. 

Key responsibilities in safeguarding 
children and their families 
The German Kindergarten team receives regular training 
(external and internal) in safeguarding children and is 
familiar with their safeguarding responsibilities. This also 
includes the procedure to be followed should an allegation be 
made against a practitioner. 

Practitioners should update their safeguarding training every 
three years and all new members of the team (including students, 
agency and support staff/ volunteers) are informed of their 
responsibilities during the induction process. 

Our key responsibilities are to:
•	 be alert to possible signs of abuse, neglect or concern for a 

child, parent/carer or a member of the team’s welfare
•	 be aware of the child protection procedure and to follow it 

when child protection concerns arise.
•	 report any concerns of a child protection nature to the 

Manager, or in her absence to the director of the German 
Kindergarten (see process ‘chain of reporting’).

•	 keep clear and accurate records on safeguarding or welfare 
concerns. The records should include clearly signed and 
dated entries and be stored securely in a locked cupboard.

•	 inform parents/carers of the Kindergarten’s child protection 
policy and procedures. It is also good practice to inform 
parents/carers of this responsibility regularly (e.g. in face-to-
face contacts, on our blackboard or on our regular parent 
evenings).

•	 provide ongoing support and advice to parents/carers, 
including help in developing capacity to meet their child’s 
needs or assistance in accessing a range of services in the 
area.

•	 provide appropriate activities for children and their parents/
carers in helping them to gain understanding of what and 
who might be harmful or dangerous to children and their 
rights to protection.

•	 establish and maintain professional relationships with 
children and their families.

•	 adopt consistent, safe work practices across the whole 
team that reflect a pro-active attitude towards avoiding 
allegations against practitioners and promote high 
standards in child care.

Lead person for Safeguarding Children and Families

The Kindergarten has a Lead Person for Safeguarding 
Children, Manager Nabila Susanna Zahran. There is also a 
deputy for for Safeguarding Children. 
 
The key responsibilities for the Lead Person are to
•	 be the key point for liaisons across professional services, 

including child protection agencies
•	 develop a strategy for practitioner training, professional 

development and support
•	 give a safeguarding introduction to every new member of 

staff.

Steps taken when a child protection concern arises
The Kindergarten recognises that a concern for a child’s and/or 
parent/carers protection, welfare or safety can arise at any time 
during the day and can come to the practitioner’s notice through:
•	 the child’s behaviour, including signs of discomfort or 

distress
•	 physical signs of harm or neglect
•	 what a child or parent/carer might say
•	 information received from another party.
 
Having identified the concern for the child, it will be necessary  
to assess the level of seriousness and consider the most 
appropriate course of action. Such decisions are to be made 
in consultation with Nabila Susanna Zahran the Lead Person 
for child protection. In her absence this duty is fulfilled by the 
director of the German Kindergarten. 
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Details of the concerns for the child and/or their siblings and 
parents/carers are to be noted as soon as possible after the 
observation was made. These written records have to be signed 
(with printed name in brackets), dated and stored securely in a 
locked cupboard.

Allegations made against a member 
of staff or volunteer
The German Kindergarten is fully aware that an allegation made 
against a practitioner or volunteer is a child protection matter in 
the very first instance. 

Our setting will always consider an allegation made against a 
practitioner or volunteer as a child protection matter in the first 
instance. 

A referral will be made to Children’s Social Care (Tel. 020 8356 
5500) and the Local Authority Designated Officer (Tel. 020 
8356 8982) as necessary, and our setting will co-operate fully in 
the investigation process. 

Ofsted (Tel. 0300 123 1231) will be informed of all allegations 
made against practitioners (including agency staff, students and 
volunteers) by the Manager/Lead Person or the Deputy Lead 
Person for child protection. 

Southwark Local Authority Designated Officer (LADO) (Tel. 
020 8356 8982) will be also informed. If the allegation is made 
against the Manager, the Deputy Manager, the Lead Person for 
Safeguarding children or the registered person, the director of 
the German Kindergarten will take control of the matter and will 
trigger all appropriate actions. 

Allegations made against practitioners will not be made public 
knowledge within the provision. It is recognised, however, that 
those who need to know that a suspension has been made, if 
appropriate, will not need to know the nature of the suspension. 
This will be kept confidential. The provision’s disciplinary 
procedure and suspension will only be initiated in agreement 
with Children’s Social Care. 

The appropriate professional body and/or Disclosure and 
Barring Service (DBS) will be informed within a month, should 
any practitioner, student or volunteer be dismissed on the 
grounds of misconduct. 

Parents or carers of the child involved will be told about the 
allegation as soon as possible if they do not already know of it. 
Parents or carers will also be kept informed about the progress 
of the case and told the outcome where there is not a criminal 
prosecution. This includes the outcome of any disciplinary 
process. 

The Kindergarten will keep the person who is the subject of the 
allegation informed of the progress and arrange to provide 
appropriate support to the employee while the case is ongoing. 
This is also the case if the employee is suspended. 

Record keeping: It is important the Kindergarten keeps a clear 
and comprehensive summary of any allegation made, details 
of how the allegation was followed up and resolved and details 
of any action taken and decisions reached, on the employee’s 
confidential personnel file and gives a copy to the employee. 
Such information will be retained on file, including for people 
who leave the organisation, at least until the person reaches 
normal retirement age, or for 10 years if that will be longer.

Recruitment and Selection
All members of the German Kindergarten team are carefully 
recruited and particularly selected for their suitability to 
work with children and their families. All staff members have 
successfully passed a DBS check. All staff are expected to 
disclose any convictions, cautions, court orders, reprimands and 
warnings which may affect their suitability to work with children 
(whether received before or during their employment at the 
setting). The German Kindergarten will not allow people whose 
suitability has not been checked, including through a criminal 
records check, to have unsupervised contact with children being 
cared for. 

The Kindergarten routinely conducts checks, inducts and trains 
all members of the team in high standards of safeguarding 
practice and works to professional codes of practice.
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ARRIVAL, DEPARTURE AND 
LATE COLLECTION POLICY

Arrival 
•	 All children have to arrive in the Kindergarten between 

8.00am (earliest) and 9.15 am (latest).
•	 Parents sign in their child. 
•	 All children bring a drinking bottle, 1 pair of wellies, 1 pair of 

slippers, change of clothes, all labelled with the child’s name.
•	 In case the child is not going to attend the Kindergarten, 

parents are asked to inform staff by 10am at the latest. 
•	 Parents are in charge of getting children ‘started’ on site 

like looking after slippers and jackets, sign-in on daily 
attendance list. 

•	 Important issues regarding the child are to be discussed 
between parent and key person. The key person will ensure 
all staff is informed appropriately (see information sharing 
policy).

Departure
•	 Pick-up is no later than 6pm. 
•	 As soon as parents are on site, they are in full charge of their 

child. Parents have to ensure they collect all belongings of 
their child like jumper, shoes, bags, toys, bottles, art work of 
their child etc. 

•	 Parents have to sign out on the daily attendence list.
•	 The Kindergarten will not allow a child to be collected by 

anyone who is under 16 years of age.

Late Collection 
The Kindergarten has a duty under the Ofsted Day Care 
Standards to protect children and act in their best interests. The 
Kindergarten takes persistent lateness in collecting a child very 
seriously. In extreme cases it can be considered as abandonment 
or neglect of the child, although we understand that occasionally 
delays are unavoidable.

Late Collection Procedures
1.	 Parents of children starting are asked to provide specific 

information which is recorded on our Entry Profile and 
Emergency contact form, including:

•	 Home address and telephone number; if the parents do not 
have a telephone, an alternative number must be given, 
perhaps a neighbour’s;

•	 Place of work, address and telephone number (if 
applicable);

•	 Mobile telephone number (if applicable);
•	 Names and telephone numbers of adults who are authorised 

by the parents to collect their child from the Kindergarten, 
for example a child-minder or grandparent;

•	 Information about any person who has no legal access to 
the child. 

2.	 On occasions when parents are aware that they will not be 
at home or in their usual place of work, they record how they 
can be contacted with the Manager or Key Person in our 
records.

3.	 On occasions when parents or the person normally 
authorised to collect the child are not able to collect the 
child, they have to inform the Manager or Key Person and 
record the name and telephone number of the person who 
will be collecting the child in our records. We agree with 
parents how the identification of the person who is collecting 
their child can be verified.

Parents know that if they are not able to collect their child 
as planned, they must inform us so that we are able to run 
back-up procedures. All parents are provided with our contact 
telephone number. Parents are also informed that in the event of 
no-collection from the kindergarten by an authorised adult and 
if staff can no longer supervise the child in our premises, we will 
we apply our child protection procedures as set out in our child 
protection policy.

If a child is not collected at the end of the session/day, we follow 
the following procedure:

•	 Our records are checked for any information about changes 
to the normal collection routines;

•	 If no information is available, parents/carers are contacted 
at home or at work;

•	 If this is unsuccessful, other known authorised adults whose 
telephone numbers are recorded on the Entry Profile are 
contacted;

•	 All reasonable attempts are made to contact the parents/
carers and authorised persons. This could also result in a 
member of staff visiting the child’s home;



German Kindergarten Bermondsey
St. James’s Road
London
SE16 4QR

6/16

•	 The child stays at the Kindergarten in the care of two fully 
vetted workers, until the child is safely collected;

•	 The child does not leave the premises with anyone other 
than those named on the Entry Profile or in our records;

•	 If no one collects the child and the premises are closing, 
or staff are no longer available to care for the child, we 
apply the procedures set out in our Safeguarding and Child 
Protection Policy (see chain of reporting). We will contact 
our local authority Social Services Department and we 
inform Ofsted. A full written report of the incident will be 
recorded in our children folder.

Depending on circumstances, we reserve the right to charge 
parents for the additional hours worked by our staff.

In Short : If we have not been notified, or have been unable 
to contact the emergency numbers provided by the parents/
carer of the child by an hour after ending of a session, it is our 
responsibility to contact the social services emergency duty line in 
Southwark, telephone 020 8356 3000 who will then take over 
responsibility for the child. 

BEHAVIOUR POLICY
The aim of our Behaviour Policy is to give a comprehensible 
guideline to staff and parents as to how we provide our 
children with the 3Cs: Calm, Consistency and Care to promote 
Personal, Social and Emotional Development (PSED) in the 
Early Years Foundation Stage. 

At the German Kindergarten we aim to promote respect, 
co-operation, openness, fairness and acceptance. In close 
partnership with parents/carers we intend to lay strong 
foundations from which children will grow into happy and self-
confident young individuals. 

The principles of our approach to safeguarding children and 
working in partnership with parents/carers are described in our 
Safeguarding Policy and Child Protection Procedures. 

Since we are a bilingual setting (German/English), a key point 
of our behavioural approach is to help and encourage children 
to understand and speak German. We strongly believe it 
particularly stimulates children in their intellectual development 
to learn about another language and culture. This also positively 
influences the children’s self-esteem.  

We understand that children have different needs according to 
their age and cultural background. To meet these requirements, 
a key person is assigned to every child to help them to form 
meaningful relationships. The key person ensures close 
observations and individual promotion and encouragement. 
In our weekly planning, we seek to devise activities to meet the 
needs and wishes of the individual child.

To train children’s individual skills, we offer a variety of creative 
and role-play activities such as a home corner, office corner or 
a café and an arts and crafts table. Our aim is to encourage 
children to do things themselves and find out where their 
interests and strengths are. 

At all times we seek to develop and encourage appropriate 
behaviour through gentle encouragement and by giving 
explanations. Our approach is to carefully watch and listen to 
what a child is doing and saying and explain why the behaviour 
might appear challenging. We explain consequences and 
encourage children to take choices like a ‘when and then 
strategy’. We also seek ways to give children the power to 
make their own decisions. At all times we communicate in 
an understandable and friendly way on child’s level and keep 
messages simple and clear.  
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We promote respect for other people and encourage showing 
kindness and helpfulness to others. We therefore adopt a positive 
attitude which emphasises and recognises good behaviour, 
rather than identifying only that which is unacceptable. We aim 
to achieve this by commenting on and praising examples of good 
behaviour, since this is far more helpful than only dealing with 
incidents of unacceptable behaviour as and when they occur.

It proves very helpful to provide a stimulating environment 
(enabling environment) where children have space and freedom 
to get involved in self-chosen challenges. 

Staff will always model desirable behaviour. All staff have 
undertaken external or internal training in Behaviour 
Management. We will ensure that children are clearly informed 
of the expected behaviours, rules (see below) and boundaries. In 
our planning, we will manage the group and resources in a way 
that minimises conflicts amongst children. This also comprises an 
appropriate staff planning. 

At no time will staff use negative or critical language or speak 
harshly to a child. It goes without saying that any form of 
corporal punishment is absolutely forbidden.

We believe everyone should develop freely and safely, with 
respect for the freedom and needs of others. We have identified 
the following basic rules and boundaries, within which each child 
and staff member can act in the setting. 

Indoors:
•	 Always walk indoors and wear slippers in the room
•	 Sitting at the table for all meals and drinking
•	 Showing respect to others (e.g. by listening, answer 

questions)
•	 Treat others how you would like to be treated 
•	 Think of others (How do others feel about my words and my 

behaviour?) 
•	 Take care of your environment (e.g. not stepping on books, 

do not break toys)
•	 Tidy up time is introduced by the song ‘tidy up time…can you 

hear’ where everybody in the room is being asked to join in 
to tidy up the room 

•	 Rules are carefully monitored against the individual needs of 
the children.

Outdoors:
•	 If the sun is shining, children have to wear sun hats  

and sun cream 
•	 During Kindergarten hours all children have to wear 

appropriate clothes on the premises during water play 
activities. 

 
The child’s parents are the first point of contact in any case.
We inform and consult parents about any challenging behaviour 
and take action at an early stage. The input and support of 
parents is essential, and we strongly seek to work co-operatively 
with parents. 

Our parents are provided with our Safeguarding Policy which 
describes in detail our approach to safeguarding children. Our 
behavioural approach and the Behaviour Policy are regularly 
reviewed and discussed in our weekly staff meetings. 

Our approach to behaviour is the basis of all other policies of the 
German Kindergarten. We regularly talk about our behavioural 
approach (successes/challenges) in our team meetings.
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ACCIDENT & EMERGENCY  
POLICY
Whilst every step possible is taken to ensure the safety of all 
the children, if a child is involved in any sort of accident whilst 
attending the nursery, the following protocol will be adhered 
to. The relevant member of staff will immediately note the 
incident in detail on an Accident Sheet and the appropriate 
course of action will be taken. This entry will be read by the 
parent/carer and signed upon collection at the end of the day.

In the event of a serious accident or illness, the Manager or 
an assigned vetted person will take the child to the Accident 
& Emergency department at our nearest hospital, Homerton 
Hospital, or an ambulance will be called, depending on the 
situation. We will notify the parent/carer as soon as possible 
about the incident and ask them to attend to their child 
immediately if possible.

Comprehensive medical records, detailing each child’s medical 
history and including GP details are kept on site (Entry Profile). 
Therefore, whenever possible, the child’s GP will be consulted by 
telephone prior to taking any course of action. 

Other than in the event of a serious/fatal accident, parents will 
always be notified and given the opportunity to collect their 
child, prior to any steps being taken. 

Nearest hospital: 

St Thomas Hospital 
Westminster Bridge Rd,  
Bishop’s,  
 London SE1 7EH 
T: 020 7188 7188 
 
Emergency contact numbers:  
To call for an ambulance call 999 

HEALTH AND SAFETY POLICY

Policy statement
The German Kindergarten believes that the health and safety of 
children is of paramount importance. We make our setting a safe 
and healthy place for children, parents, staff and volunteers.

•	 We aim to make children, parents and staff aware of 
health and safety issues and to minimise the hazards and 
risks to enable the children to thrive in a healthy and safe 
environment.

•	 The German Kindergarten has a Health & Safety officer:
	− The H&S officer is competent to carry out these 

responsibilities.
	− He/she undertakes regular health and safety training 

and regularly updates her/his knowledge and 
understanding.

•	 We display a health and safety poster in the entrance area of 
the Kindergarten.

Procedures
Awareness-raising
•	 Our induction training for staff and volunteers includes 

a clear explanation of health and safety issues so that all 
adults are able to adhere to our policy and procedures as 
they understand their shared responsibility for health and 
safety. The induction training covers matters of employee 
well-being, including safe lifting.

•	 Records are kept of these induction training sessions and 
new staff and volunteers are asked to sign the records to 
confirm that they have taken part.

•	 Health and safety is discussed regularly during staff 
meetings.

•	 Children are made aware of health and safety issues through 
discussions, planned activities and routines.

 
Safety of adults
•	 Every morning before we open our doors, we carry out an 

indoor- and outdoor safety checklist to ensure everything is 
cleared, in its place, safe and clean. 

•	 Adults are provided with guidance about the safe storage, 
movement, lifting and erection of large pieces of equipment.

•	 When adults need to reach up to store equipment, they are 
provided with safe equipment to do so.

•	 The sickness of staff and their involvement in accidents is 
recorded. The records are reviewed termly to identify any 
issues that need to be addressed.

•	 We keep all cleaning chemicals in their original containers.
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Storage
•	 All resources and materials to which children have access are 

stored safely.
•	 All equipment and resources are stored or stacked safely to 

prevent them accidentally falling or collapsing.

 
Outdoor area
•	 Our outdoor area is checked for safety and cleared of 

rubbish before it is used.
•	 Adults and children are alerted to the dangers of poisonous 

plants, herbicides and traps.
•	 Where water can form a pool on equipment, it is emptied 

before children start playing outside. 
•	 All outdoor activities are supervised at all times.

 
Hygiene
•	 Our daily routines encourage the children to learn about 

personal hygiene.
•	 We have a daily cleaning routine for the setting which 

includes play room, kitchen, toilets and nappy changing 
areas.

•	 We have a schedule for cleaning resources and equipment, 
dressing-up clothes and furnishings.

•	 Children who sleep during the day use individual, marked 
bedding, which is washed once a week (or more frequently 
when required). 

•	 The toilet area has a good standard of hygiene including 
hand washing and drying facilities and the disposal of 
nappies.

•	 We implement good hygiene practices by:
•	 wearing protective clothing - such as disposable gloves - as 

appropriate;
•	 providing sets of clean clothes;
•	 providing tissues and wipes. 

 

Activities and resources
The layout of play equipment allows adults and children to move 
safely and freely between activities. 

•	 All equipment is regularly checked for cleanliness and safety 
and any dangerous items are repaired or discarded.

•	 All materials, including paint and glue, are non-toxic.
•	 Physical play is constantly supervised.
•	 Children are taught to handle and store tools safely.
•	 Children who are sleeping are checked regularly and are 

supervised at all times.
•	 Children learn about health, safety and personal hygiene 

through the activities we provide and the routines we follow. 
•	 Any faulty equipment is removed from use and is repaired. If 

it cannot be repaired it is discarded.
•	 Large pieces of equipment are discarded only with the 

consent of the Manager.
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EQUALITY OF OPPORTUNITY 
AND INCLUSION POLICY

Mission statement
The German Kindergarten provides child care for all children 
aged 2—5 years, irrespective of their background. We educate 
children bilingually in German and English and are committed 
to treating all children in our care equally and fairly. The 
Kindergarten familiarises children with German language, 
culture and customs. This is how we aim to provide a space 
for children to develop in a happy, caring and stimulating 
environment that celebrates cultural diversity. 

Partnership with parents
We work in partnership with parents and try to engage every 
parent and carer in the day-to-day events at the Kindergarten. 
We celebrate differences as well as German cultures and 
traditions. We do this by encouraging children and parents 
to contribute to the Kindergarten activities with whatever is 
important to them (bringing toys, books and ideas for projects 
to the Kindergarten). The Kindergarten staff will talk to the 
carers and parents on a daily basis when the child arrives or 
is been picked-up from the Kindergarten. We have regular 
parents’ meetings and parents’ evenings and a variety of festivals 
celebrated in the Kindergarten where the family is asked to join 
in. Our summer and Christmas parties as well as our parents’ 
evenings are a great way for all parents and families to get to 
know each other and to get in touch with the Kindergarten team. 

Staff	
All our key persons are experienced and engaging nursery 
school teachers and hold NVQ levels in childcare. All key persons 
are German speakers. Our Manager holds an appropriate 
qualification and has the overall responsibility for the daily 
operations and supervision of staff. 

We operate a key person system where every child has a 
dedicated key person who will provide continuity for the child 
and is responsible for the child’s observation and development 
records. We are use a collective observation sheet to record and 
monitor the children’s development and achievements. 

Our SEN Coordinator (SENCO) follows the SEN Code of 
practice in his/her work and is our first point of contact for 
Special Educational Needs. 

All staff continuously update their knowledge and skills through 
internal and external training. 

Practice
The German Kindergarten follows a number of festivals 
throughout the year. We celebrate Christmas, Fastnacht in 
February, Mothers’ day, Easter, have a summer party, and a 
Lantern march in early November (St. Martin procession). We use 
the celebrations to reflect on the background of children and staff. 

We provide and plan activities for the children based on the 
children’s individual interests and the EYFS learning goals. 
Project work enables children to participate in the design of their 
learning processes and all the children can join in according 
to their age and abilities. To ensure the support of every child 
we take into account individual observations for our weekly 
planning. We make reasonable adjustments for every child if we 
identify a need.

When children start in the setting we arrange for a home visit 
beforehand. The parent/carer completes an entry profile form 
and a parent/carer consultation form. The collected information 
gives a good indication who the setting is catering for and serves 
to provide appropriate input to planning provisions.  

We use the EYFS framework for planning and guidance in our 
curriculum and embed the characteristics of effective learning 
within our practice: playing and exploring, active learning and 
creating and thinking critically. 

Children are encouraged to share experiences and toys.  
They are also encouraged to speak German by rewarding and 
praising a child using German in their play and in different 
situations. Through language learning we aim to encourage 
the understanding of another culture and to plant the seeds of 
respect and openness to otherness. Our vision defines our ideas 
and provides a framework for our daily work. 

We provide a wide range of small world toys, books, messy play 
options and Arts & Crafts activities to enhance the children’s 
learning experience according to their abilities and needs. 

We run a robust staff recruitment process. We employ staff 
according to experience and qualification to meet the job 
description. It does not matter what cultural background the 
person comes from. 
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Chain of Response 
If there is a concern about a child’s development raised either by 
parents or staff, we adhere to the SEN Code of practice and in 
partnership with the parents we follow the Graduated Response 
Chain:

Early Years Action
This is the first stage within the graduated response and the 
Kindergarten staff will use additional or different actions in 
order to enable a child to learn more effectively. Starting from 
the individual observations, strategies are used to support the 
child to make progress. The actions and activities are recorded 
on an Individual Education Plan (IEP) or Individual Play Plan 
(IPP).  Kindergarten staff, the SENCO and parents/carers 
monitor and review the progress made by the child on a regular 
basis. To ensure beneficial support for a child a CAF (Common 
Assessment Framework) will be completed if appropriate (with 
parental consent only). We will work within an integrated 
working model by forming a team around the child to develop 
an individual plan. We work closely together with the local Early 
Years Intervention Team for advice and help. 

Early Years Action Plus
This is the second stage of the graduated response and is used 
when, following a period of time at Early Years Action, concerns 
continue regarding a child’s development and progress.  At 
this stage, other professionals from outside the Kindergarten 
will be contacted, solely with written consent of parents/carers.  
IEPs or IPPs continue to be used and reviewed regularly, with 
those professionals involved providing ideas and strategies to 
support a child.

Statutory Assessment
The Code of Practice suggests that very few children will require 
a statement of ‘Special Educational Needs’ as the majority of 
children’s needs should be met through Action and Action Plus.  
A statement of SEN is a legally binding document that sets out 
the support that is needed to meet a child’s needs. At this stage 
we will advise with the Early Years Intervention Team on further 
steps. 

How parents can raise concerns
Working with parents is a very important part of our daily work. 
Beyond that we have our regular one-to-one parents’ meetings 
around the child’s birthday where we will specifically ask parents 
if they want to raise anything in particular about their child. If 
parents have a concern, the Kindergarten team will discuss it 
and if necessary prepare arrangements for the child to progress. 
Those actions taken will be in accordance with the response of 

the SEN code of practice. The SEN co-ordinator of the German 
Kindergarten will take responsibility to follow through the 
process. We follow this through with regards to the Equality 
Act 2010, under which Early Years settings have an obligation 
to make reasonable adjustments and not to treat a child less 
favourably.

Southwark relations
The German Kindergarten works closely with representatives of 
Southwark Council Early Years and quality improvement team. 

Safeguarding children and CAF (Common Assessment 
Framework)

Safeguarding children is paramount in our setting. We will 
not accept any inappropriate attitudes and practices and will 
challenge any such behaviour. To do this, anyone who has 
concerns is asked when in doubt to talk to the Manager. We 
remind children and staff who we are and what we do (vision, 
safeguarding policy, behaviour policy, and prospectus of the 
German Kindergarten). Our staff continuously update their 
knowledge and skills through in-house and outside training, 
literature and by seeking advice from the local authority  
or external services. For more details on Safeguarding  
Children please refer to our Safeguarding Children and  
Child Protection Policy. 

A CAF is used to help work out if a child would benefit from extra 
support. It helps to identify any additional needs, the actions 
that need to be taken and whether other workers are required 
to support the child and his/her family. CAF may also be used to 
make a referral to Children’s Social Care. 

Complaints by parents
If there are any complaints by parents they can talk to the 
Manager who in turn will discuss any issues in an appropriate 
way with the Kindergarten Team or individual members of the 
team (see Making a complaint for details). Further complaints, 
if this process does not clear it, can be directed to Southwark 
children’s services, Ofsted and the Pre-school Learning Alliance, 
of which the German Kindergarten is a member.  All contact 
details are available on the appropriate webpage. 

Complaints by staff
Any complaints are to be communicated to the Manager. If this 
is not possible for any reason, staff can also contact the agencies 
mentioned above. For details please refer to Making a complaint; 
a complaints form is also available.
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LOST CHILD POLICY

Statement of intent
In the unlikely event of a child becoming lost while in the care of 
the Kindergarten, the Kindergarten will immediately put into 
place the procedures detailed below. We ensure that a systematic 
approach to find the child is taken and consideration is given to 
the levels of risk to the child.

Aim
We will ensure that a search is made for the child as soon as 
possible, parents and authorities are notified at the appropriate 
stage, and a high level of care is maintained to other children at 
the Kindergarten while procedures are followed.

Procedures
If a child goes missing from the Kindergarten:

•	 The person in charge will carry out a thorough search of all 
the rooms in the building, outside perimeter and garden.

•	 The remaining children will be gathered into one large 
group, e.g. for a story, while the remaining staff search for 
the missing child. 

•	 The attendance register is checked to make sure no other 
child has also gone astray.

•	 The children will be sensitively asked whether they have seen 
the child who is missing, as will all adults, so that it can be 
established who was last to see the missing child, when and 
where.

•	 Doors and gates are checked to see if there has been a 
breach of security whereby a child could wander out.

•	 The person in charge talks to staff to establish what 
happened. 

•	 If the child is not found the parent or carer is contacted 
(alarming them as little as possible) and the missing child is 
reported to the police.

•	 If the child lives within walking distance of the group, one 
adult should make the journey on foot in order to catch up 
with the child on its likely way home, if possible.

 
If a child goes missing from an outing, where parents are not 
attending and responsible for their own child, the nursery school 
ensures the following procedures are put into place:

•	 As soon as it is noticed that a child is missing, staff on 
the outing ask children to stand with their designated 
person and carry out a headcount to compare it with the 
attendance register on site to ensure that no other child has 

gone astray. 
•	 One member of staff searches the immediate vicinity but 

does not search beyond that.
•	 The person in charge/Manager is informed, if s/he is not on 

the outing and makes his/her way to the venue to aid the 
search and be the point of contact for the police as well as to 
support staff.

•	 Staff take the remaining children back to the Kindergarten.
•	 The person in charge/Manager contacts the child’s parent/

carer (alarming them as little as possible), who makes their 
way to the Kindergarten or outing venue as agreed with the 
person in charge.

•	 Staff contact the police using the mobile phone and report 
the child as missing.

•	 In an indoor venue, staff contact the venue’s security who will 
handle the search and contact the police if the child is not 
found.

•	 The person in charge contacts the director of the German 
Kindergarten who comes down to the nursery school or 
outing venue as soon as possible

When the Child is found
Two members of staff will care for and talk with the child,  
bearing in mind that he/she may be unaware of having done 
anything wrong or, alternatively, may also have been afraid and 
distressed and may now be in need of comfort.

After the incident
•	 The Manager will sensitively discuss with the child’s parents 

the events surrounding the disappearance of the child. 
•	 If appropriate, a short meeting with all parents will be held 

at the end of the session/start of the following session or a 
note sent home (either in hardcopy or via email) with the 
child to give parents brief, accurate information about the 
incident as soon as possible, for reassurance.

•	 Liability should not be discussed until the incident has been 
fully investigated by the Kindergarten and if applicable by 
the police and/or Social Services.

•	 Staff and parents/carers should be asked to refer any 
enquiries they have about the incident, or any enquiries from 
the media, to the director of the German Kindergarten. It is 
at the discretion of the director to delegate this task to the 
Manager or another person in charge. 

The Investigation
The Manager or director will carry out a full investigation taking 
into account verbal or written statements from all the staff 
present at the time, or from those who were on the outing.
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The key person/staff write an incident report detailing:

•	 the date and time of the report;
•	 what staff/children were in the group/outing;
•	 when the child was last seen in the group/outing;
•	 what took place in the group/outing since then; and
•	 the time it is estimated that the child went missing.
 
A conclusion is drawn as to how the breach of security 
happened. If the incident warrants a police investigation, all staff 
co-operate fully. In this case, the police will handle all aspects of 
the investigation, which includes interviewing staff. 

Social Care may be involved if it seems likely that there is a 
safeguarding children issue to address.

The incident is reported under RIDDOR arrangements and is 
recorded in the incident book; the local authority health and 
safety officer may want to investigate and will decide if there is a 
case for prosecution.

OFSTED is informed. The Kindergarten’s insurance company is 
informed.

Telephone numbers: 
 
Police: Metropolitan Police 
 98-102 Wapping High St,  
Wapping,  
 London  E1W 2NE

Police number:  020 7601 2222

Tel: Emergency only 999 
 
OFSTED general helpline 0300 123 1231 
 
RIDDOR: Incident Contact Centre  
0845 300 99 23

ADMINISTERING MEDICINES POLICY

Policy statement
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, however, to administer medication as part of ongoing 
treatment or when a child is 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, the Kindergarten will only administer 
medicines where it would be detrimental to the child’s health 
if not given in the setting. If a child has not had a medication 
before, it is advised that the parent keeps the child at home for 
the first 48 hours to ensure no adverse effect as well as to give 
time for the medication to take effect.

These procedures are written in line with current guidance in 
‘Managing Medicines in Schools and Early Years Settings’; the 
Manager is responsible for ensuring all staff understand and 
follow these procedures.

The key person is responsible for the correct administration 
of medication to children for whom they are the key person. 
This includes ensuring that parent consent forms have been 
completed, that medicines are stored correctly and that 
records are kept according to procedures. In the absence of 
the key person, the Manager is responsible for overseeing the 
administering of medication.

Procedures
•	 Children taking prescribed medication must be well enough 

to attend the setting.
•	 Only prescribed medication is administered. It must be in-

date and prescribed for the current condition.
•	 Children’s prescribed medicines are stored in their original 

containers, are clearly labelled and are inaccessible to the 
children.

•	 Parents give prior written permission for the administration 
of medication. The staff receiving the medication must 
ask the parent to sign a consent form stating the following 
information. No medication may be given without these 
details being provided:

	− full name of child and date of birth;
	− name of medication and strength;
	− who prescribed it;
	− dosage to be given in the setting;
	− how the medication should be stored and expiry date;
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	− any possible side effects that may be expected should be 
noted; and

	− signature, printed name of parent and date.
•	 A record is made each time a medicine is given. The dose 

given, date and time are recorded on the consent form which 
will be signed by two members of staff and countersigned by 
the parent/carer at the end of the day. 

Storage of medicines
All medication is stored safely in a locked cupboard in a marked 
plastic box.

The child’s key person is responsible for ensuring medicine is 
handed back at the end of the day to the parent.

For some conditions, medication may be kept in the setting. Key 
persons check that any medication held to administer on an 
as-and-when required basis, or on a regular basis, is in date and 
returns any out-of-date medication back to the parent.

If the administration of prescribed medication requires medical 
knowledge, the Kindergarten seeks to provide individual training 
for the relevant member of staff by a health professional.

If rectal diazepam is given, another member of staff must be 
present and co-signs the record book.

No child may self-administer. Where children are capable of 
understanding when they need medication, for example with 
asthma, they should be encouraged to tell their key person what 
they need. However, this does not replace staff vigilance in 
knowing and responding when a child requires medication.

Children who have long term medical conditions 
and who may require ongoing medication
A risk assessment is carried out for each child with long term 
medical conditions that require ongoing medication. This is the 
responsibility of the Manager alongside the key person. Other 
medical or social care personnel may need to be involved in the 
risk assessment.

Parents will also contribute to a risk assessment. They should be 
shown around the setting, understand the routines and activities 
and point out anything which they think may be a risk factor for 
their child.

Managing medicines on trips and outings
•	 If children are going on outings, staff accompanying the 

children must include the key person for the child with a risk 
assessment, or another member of staff who is fully informed 
about the child’s needs and/or medication.

•	 Medication for a child is taken in a sealed plastic box clearly 
labelled with the child’s name, name of the medication. 
Inside the box is a copy of the consent form and a card to 
record when it has been given, with the details as given 
above.

•	 On returning to the setting, the card is stapled to the 
medicine record book and the parent signs it.

•	 If a child on medication has to be taken to hospital, the 
child’s medication is taken in a sealed plastic box clearly 
labelled with the child’s name, name of the medication. 
Inside the box is a copy of the consent form signed by the 
parent.

•	 This procedure is read alongside the outings procedure.
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MAKING A COMPLAINT 

Policy statement
The German Kindergarten believes that children and parents 
are entitled to expect courtesy and prompt, careful attention 
to their needs and wishes. We welcome suggestions on how to 
improve our setting and will give prompt and serious attention 
to any concerns about the running of the Kindergarten. We 
anticipate that most concerns will be resolved quickly by an 
informal approach to the appropriate member of staff. If this 
does not achieve the desired result, we have a set of procedures 
for dealing with concerns. We aim to bring all concerns about the 
running of our setting to a satisfactory conclusion for all of the 
parties involved.

Procedures
The German Kindergarten keeps a ‘summary log’ of all 
complaints that reach stage two or beyond. This log will be made 
available to parents on request as well as to Ofsted inspectors. 

Making a complaint

Stage 1
•	 Any parent who has a concern about an aspect of the 

setting’s provision talks over, first of all, his/her concerns with 
the Manager of the German Kindergarten.

•	 Most complaints should be resolved amicably and informally 
at this stage.

Stage 2
•	 If this does not have a satisfactory outcome, or if the 

problem recurs, the parent moves to this stage of the 
procedure by putting the concerns or complaint in writing to 
the Manager and the director of the German Kindergarten.

•	 For parents who are not comfortable with making written 
complaints, the German Kindergarten provides a template 
form for recording complaints; the form may be completed 
with the person in charge and signed by the parent.

•	 The setting stores written complaints from parents in the 
child’s personal file. However, if the complaint involves a 
detailed investigation, the Manager may wish to store all 
information relating to the investigation in a separate file 
designated for this complaint.

•	 When the investigation into the complaint is completed, the 
Manager or director meets with the parent to discuss the 
outcome.

•	 Parents must be informed of the outcome of the 
investigation within 28 days of making the complaint.

•	 When the complaint is resolved at this stage, the 
summarised points are logged in the Complaints Summary 
Record.

Stage 3
•	 If the parent is not satisfied with the outcome of the 

investigation, he or she requests a meeting with the Manager 
and the director. The parent should have a friend or partner 
present if required and the Manager should have the support 
of the director, present.

•	 An agreed written record of the discussion is made as well  
as any decision or action to take as a result. All of the  
parties present at the meeting sign the record and receive  
a copy of it.

•	 This signed record signifies that the procedure has 
concluded. When the complaint is resolved at this stage, the 
summarised points are logged in the Complaints Summary 
Record.

Stage 4
•	 If at the stage 3 meeting the parent and setting cannot reach 

agreement, an external mediator is invited to help to settle 
the complaint. This person should be acceptable to both 
parties, listen to both sides and offer advice. A mediator has 
no legal powers but can help to define the problem, review 
the action so far and suggest further ways in which it might 
be resolved.

•	 Staff or volunteers within the Pre-school Learning Alliance 
are appropriate persons to be invited to act as mediators. 
However, a representative of any other appropriate charity 
or legal body can be asked to act as mediator, too. 

•	 The mediator keeps all discussions confidential. S/he can 
hold separate meetings with the setting personnel (setting 
Manager and directors) and the parent, if this is decided to 
be helpful. The mediator keeps an agreed written record of 
any meetings that are held and of any advice s/he gives.

Stage 5 
•	 When the mediator has concluded her/his investigations, 

a final meeting between the parent, the setting Manager 
and the director(s) is held. The purpose of this meeting is 
to reach a decision on the action to be taken to deal with 
the complaint. The mediator’s advice is used to reach this 
conclusion. The mediator is present at the meeting if all 
parties think this will help a decision to be reached.

•	 A record of this meeting, including the decision on the action 
to be taken, is made.  Everyone present at the meeting signs 
the record and receives a copy of it. This signed record 
signifies that the procedure has concluded.
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The role of the Office for Standards in Education,  
Early Years Directorate (Ofsted) and the 
Local Safeguarding Children Partnership
Parents may approach Ofsted directly at any stage of this 
complaints procedure. In addition, where there seems to be a 
possible breach of the setting’s registration requirements, it is 
essential to involve Ofsted as the registering and inspection body 
with a duty to ensure the Welfare Requirements of the Early Years 
Foundation Stage are adhered to.

The Ofsted homepage/contact provides all telephone numbers 
in regard to a complaint: http://www.ofsted.gov.uk/contact-us.

If a child appears to be at risk, the Kindergarten follows the 
procedures of the Local Safeguarding Children Partnership.

Records
A record of complaints against the Kindergarten and/or the 
children and/or the adults working in the Kindergarten is kept, 
including the date, the circumstances of the complaint and how 
the complaint was managed.

The outcome of all complaints is recorded in the Summary 
Complaints Record which is available for parents and Ofsted 
inspectors on request.
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