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CRÈCHE POLICY 
____________________________________________________

Designated Safeguarding Lead (DSL): CEO 
Name:  Aisha Malik 
Contact: 07932 002 146 / aishamalik@rclc.org.uk
 
Deputy Safeguarding Lead: Outreach Manager 
Name:  Samar Al-Tamimi 
Contact: 07923138730 / rclcsamar@gmail.com 
 
Trustee for Safeguarding: Sarah del Tufo 
Contact: sarahdeltufo@gmail.com

Paediatric First Aiders: Farida Masud, Shahla Maqsud, Sumera Rashid
First Aiders at RCLC: Aisha Malik, Hemamalini Sundhararajan, Samar Al-Tamimi.
First Aid Location: A first aid box is kept in the Reception Office, Ground Floor Classroom and in the Creche


1. Statement

In accordance with Reading Community Learning Centre’s mission, the crèche is committed to widening participation and enabling children to realise their full potential through purposeful play.

The organisation believes that children and adults flourish in a calm, safe and respectful environment where everyone understands what is expected of them. Children should be able to play, learn and develop without fear of being hurt, excluded or hindered by others.

This policy aims to support children to develop self-discipline, confidence, emotional regulation and positive relationships in an atmosphere of mutual respect and encouragement. The organisation will manage children's behaviour in accordance with the Early Years Foundation Stage (EYFS) Statutory Framework and relevant safeguarding guidance.


2. Scope

This policy applies to:
· Children attending the organisation’s crèche
· Crèche staff, tutors, volunteers and any other adults supporting crèche provision
· Parents and carers using the crèche
· Children who may, in exceptional circumstances, accompany a parent or carer to class as part of a short-term settling-in arrangement

The Creche Policy should be read alongside the following organisational policies:
· Health and Safety Policy
· Safeguarding Children and Adults at Risk Policy
· Equal Opportunity Policy
· Volunteer Policy
· Whistleblowing Policy
· Creche risk assessment and creche fire risk assessment


Definitions for the purpose of this policy:
· Staff means employees or paid workers engaged by the organisation to carry out duties on behalf of the organisation
· Crèche workers means sessional paid staff employed, termly or engaged by the organisation to provide supervised crèche care. Crèche workers must have appropriate experience, training and/or qualifications for their role, including safeguarding training, and must work in line with the organisation’s procedures. Crèche workers are responsible for providing direct care, behaviour support, calm down time and supervision of children in the crèche
· Volunteers means people supporting the organisation on an unpaid basis. Volunteers may support crèche or the organisation’s activities where appropriate. They must be supervised in line with the organisation’s procedures and must not be left in sole charge of children
· Placement workers means people undertaking learning, training or work experience with the organisation. They must be supervised in line with the organisation’s procedures and must not be left in sole charge of children
· Trustees means members of the organisation’s Board of Trustees. Trustees have governance responsibilities but are not involved in the day-to-day care of children
· Adults working with or supporting children means crèche workers, staff, tutors, volunteers, placement workers, trustees or other approved adults who may have contact with children through the organisation’s activities
· Parent or carer means the adult with responsibility for the child while using the organisation’s services
· Crèche means the organisation’s supervised childcare provision for children attending while their parent or carer takes part in the organisation’s learning or support activities

3. Our Approach to Positive Behaviour

The organisation promotes positive behaviour through encouragement, consistency and clear boundaries. In order to achieve this:
· Rules and expectations will be explained clearly to children, parents, carers and adults supporting the crèche
· Crèche workers in the crèche will apply expectations consistently, so children know what to expect
· Crèche workers will provide a positive model of friendliness, care, patience and courtesy
· Crèche workers will praise and encourage positive behaviour such as kindness, sharing, turn-taking and helping others
· Crèche workers will support children to understand their feelings and the impact of their behaviour on others
· Crèche workers will aim to prevent situations where children only receive attention in response to unwanted behaviour
· Crèche workers will be aware that some behaviour may be linked to age, development, communication needs, SEND, trauma, anxiety, tiredness, hunger, illness or changes at home

The crèche rewards and encourages positive behaviour because this helps develop an ethos of kindness, cooperation and respect.

4. When Children Behave in Unacceptable Ways

Parents/guardians must inform the Crèche workers of any behavioural or additional needs by highlighting this in the crèche enrolment form. Any behaviour concerns will be handled in a developmentally appropriate way, taking account of the child’s age, understanding, communication needs and maturity. Where a child hurts another child or adult, or behaves in a way that may cause harm, crèche workers will:
· Respond calmly and immediately
· Comfort and support any child who has been hurt or upset
· Explain to the child, in simple language, what behaviour was not acceptable
· Make clear that it is the behaviour, not the child, that is unacceptable
· Help the child to understand what they can do differently
· Move the child away from the situation if this is needed to keep everyone safe
· Speak with the parent or carer at the end of the session, or sooner if needed
· Record the incident in the accident/ incident form record folder

Crèche workers and any adults working with or supporting children must not:
· Use or threaten physical punishment, including smacking or shaking
· Shout or raise their voices in a threatening way
· Humiliate, shame or single out a child
· Use techniques such as a “naughty chair”
· Send a child out of the room alone
· Leave a child unattended
· Use language that labels a child as “bad” or “naughty”

Children will be supported to learn better patterns of behaviour through explanation, demonstration, comfort, encouragement, consistent boundaries and de-escalation techniques such as
· distraction 
· offering choices 
· redirection 
· sensory activities 
· quiet play 
· co-regulation with an adult 


5. Calm Down Time

Where appropriate, a child may be supported to have a short period of calm down time with a crèche worker. This must:
· Be supervised by a crèche worker at all times
· Be used to help the child regulate and feel safe
· Be appropriate to the child’s age and stage of development
· Never be used as humiliation, punishment or isolation
· Be explained to the parent or carer at the end of the session if significant

Volunteers, tutors, placement workers or other adults must not manage calm down time unless specifically authorised and acting under the direction of the Crèche Supervisor.

Children will be encouraged to repair relationships where appropriate, including saying sorry, helping another child, or taking part in a restorative conversation. Children will not be forced to apologise where they do not yet understand what has happened.

6. Serious Behaviour Concerns

Some behaviour may require immediate action because it affects safety, dignity or wellbeing. This may include:
· Hurting another child or adult
· Repeated biting, hitting, kicking or throwing objects
· Bullying or targeted unkindness
· Racist, sexist, discriminatory or abusive language or behaviour
· Behaviour that causes damage to the environment
· Behaviour that places the child or others at risk

In these cases, crèche workers will respond calmly and clearly. The child will be supported to understand that the behaviour is unacceptable, using language and explanations appropriate to their age and development. Where behaviour is repeated or serious, the Crèche Supervisor will work with the parent or carer and, where appropriate, the CEO and/or Designated Safeguarding Lead.

7. Bullying and Discriminatory Behaviour

The organisation actively discourages all forms of bullying, exclusion, discrimination and harmful behaviour. Any behaviour linked to race, religion or belief, sex, disability, age, language, nationality, culture or family background will be taken seriously and addressed immediately in a way that is appropriate to the child’s age and understanding.

Crèche workers will make clear that everyone in the crèche has the right to feel safe, included and respected.


8. Recurring Behaviour Concerns

Where behaviour concerns are repeated, the Crèche Supervisor will:
· Speak with the parent or carer
· Use objective observations to understand possible triggers or causes
· Consider whether the behaviour may be linked to tiredness, hunger, illness, communication needs, SEND, anxiety, trauma or changes at home
· Agree consistent strategies with the parent or carer
· Record relevant concerns in line with the organisation’s procedures
· Seek advice from the Designated Safeguarding Lead, CEO or external professionals where appropriate

The organisation will aim to work in partnership with parents and carers to support the child, while also maintaining a safe and calm environment for other children, learners, crèche workers, staff, volunteers and visitors.

9. Children With Additional Needs

The organisation recognises that some children may require additional support with communication, emotional regulation, transitions, behaviour, learning or development. Where a child has, or may have, additional needs, the Crèche Supervisor and crèche workers will work in partnership with parents or carers to understand the child's individual needs and identify appropriate support strategies. Where behaviour or other needs may be linked to a disability, medical condition, special educational need or additional support need, crèche staff will take account of any relevant healthcare, support or care plans and will make reasonable adjustments, where appropriate, to support the child's inclusion, wellbeing and participation in crèche activities. This may include:
· Consistent routines
· Visual or verbal prompts
· Additional reassurance
· Support with transitions
· A quiet space with adult supervision
· A simple individual support plan where appropriate

Any support plan will be proportionate to the crèche setting and the resources available. The organisation will make reasonable adjustments where appropriate, while also considering the safety and wellbeing of all children and adults in the setting. Reasonable adjustments will be made in accordance with the Equality Act 2010 where appropriate

10. Physical Intervention

Physical intervention should only be carried out by crèche workers, or in an emergency by another adult where immediate action is necessary to prevent harm. Physical intervention will only be used to prevent immediate injury, serious damage to property, or to prevent a child leaving a safe environment where this would place them at risk.
Any physical intervention must be:
· Reasonable and proportionate
· The minimum necessary in the circumstances
· Used only for as long as needed
· Carried out calmly and safely
· Reported to the Crèche Supervisor and CEO 
· Recorded in line with the organisation’s procedures
· Shared with the parent or carer as soon as possible

Physical intervention must never be used as punishment, discipline, convenience, or because an adult is frustrated.
Where physical intervention is used, the organisation will review the recorded incident and consider whether any additional support, risk assessment or safeguarding action is needed. The record should include the reason for the intervention, duration, who was involved, witnesses, actions taken afterwards and parent notification. Please refer to the accident/ incident form in the appendix

11. Children Under Five Years Old

When children under five behave in inconsiderate or hurtful ways, the organisation recognises that strategies for supporting them must be developmentally appropriate. Very young children are still learning to regulate emotions such as fear, anger, frustration and distress. They need sensitive adults to help them feel safe, calm and understood. 

Common behaviours in very young children may include:
· Tantrums
· Biting
· Pushing
· Grabbing toys
· Crying when separating from a parent or carer
· Difficulty sharing or taking turns

Crèche workers will respond with patience, comfort and clear boundaries. Where behaviours such as biting, fighting or distress are frequent, crèche workers will try to understand the underlying cause. This may include changes at home, separation anxiety, tiredness, illness, communication needs, or difficulty settling into the crèche.

12. Children Accompanying Parents or Carers to Class

Children should not normally accompany parents or carers to class. The organisation provides crèche support where available, and children should only attend class with a parent or carer in exceptional circumstances. This may be considered where a child is struggling to settle in the crèche and a short, temporary arrangement may help support the child’s transition. Where this happens:
· The arrangement must be agreed in advance with the CEO, tutor and Crèche Supervisor or crèche worker 
· The tutor must be satisfied that the child’s presence will not disrupt teaching, learning, or other learners
· The parent or carer remains responsible for the child at all times
· The child must remain with the parent or carer in the classroom
· The child must not be left unsupervised anywhere in the Centre
· The child must not move between the classroom and crèche unless agreed with the tutor and crèche worker
· If the child becomes unsettled, disruptive, unwell, or poses a risk to themselves or others, the parent or carer may be asked to leave the class with the child
· The organisation may end the arrangement at any time if it affects safety, learning, or the smooth running of the centre. 

In exceptional circumstances, where a parent needs a child to remain with them in class, this must be agreed in advance with the CEO. Only school-aged children who can sit quietly under the direct supervision of their parent/carer may remain in a classroom.

Babies and toddlers should usually be supported through the crèche provision where available. They should not routinely be present in classrooms unless this has been agreed in advance and can be managed safely.

Pushchairs, prams and buggies must not obstruct classroom doors, corridors, stairways, landings, fire exits or any evacuation route. Where a pushchair is brought into the building, staff must ensure it is stored safely and does not create a trip hazard or delay evacuation.

Children must not be present in sewing or beauty classes due to the specific health and safety risks associated with those activities, including equipment, tools, products and supervision requirements.

This is a short-term settling-in arrangement only and does not replace formal crèche provision.

13. Children Who Are Unwell or Have a Temperature

Children should not attend the crèche or accompany parents or carers to class if they are unwell, infectious, or unable to take part safely in the session. Parents and carers must not bring a child to the Centre if the child:
· Has a high temperature of 38°C or above
· Has vomiting or diarrhoea, or has had vomiting or diarrhoea within the last 48 hours
· Has an infectious illness where exclusion is advised
· Has symptoms that mean they are too unwell to take part in normal activities
· Needs one-to-one care because of illness
· Has been advised by a medical professional to stay at home

If a child becomes unwell during a session, a crèche worker or appropriate staff member will contact the parent or carer and ask them to collect the child from the crèche immediately, or to leave the class with the child if the child is accompanying them. Where a child has a high temperature, parents and carers should follow NHS guidance and keep the child at home until the temperature has gone. NHS guidance states that a child with a high temperature should stay off school until the temperature has gone. 

The organisation may refuse entry to the crèche or Centre where a crèche worker, tutor, Crèche Supervisor or appropriate staff member reasonably believes that a child is too unwell to attend, or where attendance may pose a risk to other children, learners, crèche workers, staff, volunteers or visitors.

14. Role of Parents and Carers

The organisation works in partnership with parents and carers so that children receive consistent messages about behaviour, safety and respect. The role of parents and carers is especially important in the crèche setting because many children attend for short sessions only. Parents and carers are expected to:
· Support the organisation’s behaviour expectations
· Share relevant information that may affect their child’s behaviour, wellbeing or ability to settle
· Respond promptly if asked to attend to or collect their child
· Work with the Crèche Supervisor and crèche workers where behaviour concerns are repeated
· Treat staff, volunteers, learners, children and other parents with respect
· Keep children at home when they are unwell or have a high temperature
· Follow reasonable instructions from staff, tutors, crèche workers or volunteers acting within their role

Parents or carers who have concerns regarding behaviour management should raise them initially with the Crèche Supervisor or with the CEO. If concerns remain unresolved, the organisation's Complaints Policy should be followed



15. Safeguarding

Behaviour may sometimes indicate that a child is experiencing distress, harm, neglect, unmet needs, or difficulties at home. Crèche workers, staff, tutors, volunteers and placement workers must follow RCLC’s Safeguarding Children and Adults at Risk Policy where they have any concern about a child’s safety or wellbeing.

Safeguarding concerns must be reported to the Designated Safeguarding Lead in line with the organisation’s procedures. Where there is an immediate risk of harm, crèche workers, staff, tutors, volunteers or other adults supporting children must take prompt action to protect the child and seek urgent advice or assistance as required. 

Reporting Procedures 
 
Safeguarding concerns must be reported immediately to the Designated Safeguarding Lead (DSL). Where necessary, concerns may be referred to: 
· Reading Borough Council Safeguarding Adults Team  
· Reading Children’s Services  
· Thames Valley Police  
· Emergency situations must be reported by calling 999. 
 
Safeguarding contact details are listed on page 1 of the policy. Please also refer to the RCLC's Safeguarding Children and Adults at Risk Policy. 

If an individual feels unable to report a concern internally, or believes appropriate action has not been taken, they may report the concern directly to relevant external safeguarding agencies. 
Recording Safeguarding Concerns 
All safeguarding concerns must be recorded accurately, factually, and without delay. Records must: 
· clearly distinguish between fact and opinion  
· use the individual’s own words where possible  
· include dates, times, and relevant observations  
· be stored securely and shared on a need-to-know basis in line with data protection requirements  

16. Recording and Confidentiality

The crèche will keep appropriate records of significant or recurring behaviour incidents. Records should be:
· Factual and objective
· Dated and signed
· Stored securely
· Shared only with those who need to know
· Managed in line with the organisation’s Data Protection Policy and UK GDPR requirements

Minor incidents may be recorded in the crèche Incident and Accident reporting form where appropriate. Serious or repeated incidents should be reported to the Crèche Supervisor and CEO where appropriate. Parents and carers will be informed where their child has hurt another child, has been hurt by another child, has needed significant support to calm, or where there are repeated concerns.

17. Storing Personal Information

The table below outlines how Reading Community Learning Centre (RCLC) complies with UK GDPR and the Data Protection Act 2018 in relation to behaviour-related records. Further details are set out in the Data Protection Policy, Confidentiality Policy and Privacy Notice.

	Area
	RCLC approach

	Holding personal information
	RCLC may process personal data to record behaviour incidents, support children’s wellbeing, communicate with parents and carers, and meet safeguarding, health and safety and legal obligations.

	Lawful basis for processing
	Processing may be carried out under legitimate interests, legal obligations, and, where relevant, safeguarding obligations. Special category data, including health or SEND-related information, will only be processed where necessary and lawful.

	How personal information will be stored
	Records will be stored securely in locked cabinets and/or password-protected electronic systems with access restricted on a need-to-know basis.

	How long information will be stored for
	Information will be retained only for as long as necessary in line with legal, regulatory, safeguarding and operational requirements, and in accordance with RCLC’s data retention schedule.

	Type of information stored
	This may include the child’s name, parent/carer details, dates and times of incidents, factual descriptions of behaviour, actions taken, parent/carer discussions, health or SEND information where relevant, and any safeguarding actions or referrals.

	Sharing personal information
	Information will only be shared where necessary, including with parents/carers, relevant RCLC staff, safeguarding agencies, health professionals or statutory bodies where required.

	Access to information
	Parents and carers may request access to personal information held about them or their child, subject to legal exemptions and safeguarding considerations.



18. Monitoring and Review
The CEO has overall responsibility for ensuring this policy is implemented, monitored and reviewed, with oversight from the Board of Trustees where required. The Crèche Supervisor is responsible for monitoring day-to-day practice within the crèche and reporting any concerns, trends, incidents or recommended changes to the CEO. In the case when the creche supervisor is absent the senior crèche worker, will take the lead

Monitoring of Crèche Practice
The CEO will undertake planned and, where appropriate, unannounced observations of crèche workers to monitor the quality of childcare, safeguarding practice, interactions with children, compliance with the EYFS Statutory Framework and adherence to Reading Community Learning Centre policies and procedures.
Observation findings will be discussed with crèche workers as part of supervision and continuous professional development. Any safeguarding, welfare or practice concerns identified during observations will be addressed promptly, with additional support, training or supervision provided where required.

This policy will be reviewed at least annually, or earlier if there are changes in legislation, statutory guidance, the organisation’s practice, safeguarding requirements, health and safety requirements, fire evacuation arrangements, or crèche provision.

	Date Approved by Board: 
	June 2026

	Review Date:
	June 2027 

	
Signed on behalf of the Board of Trustees  
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	Dated
	 July 2026



CRÈCHE INCIDENT / ACCIDENT FORM
Reading Community Learning Centre Crèche
1. Child Details
	Child’s Full name:
	

	Date of Birth:
	

	Creche worker Name:
	



2. Incident Details
	Date:
	Time:
	Location:




3. Type of Incident (tick)
☐ Accident   ☐ Injury   ☐ Illness   ☐ Behaviour   ☐ Other: ________
4. Description of Incident
	









5. Injury / Impact Details
	Nature of Injury:
	


	Body Part Affected:
	


	Severity: ☐                           Minor ☐                          Moderate                               ☐ Serious




6. Action Taken
	First Aid Administered:
	☐ Yes                                  ☐ No


	First Aider Name
	



7. Witnesses (if any)
	





8. Parent / Carer Notification
	
Parent informed:          ☐ Yes                ☐ No

Method:                            ☐ In person     ☐ Phone                                          ☐ Email

Time:

Name of person informed:




9. Follow Up / Further Action:………………………………………………………………………………………………
10. Completed by (Staff)
	Staff Name:

Date: 

Time:


11. Manager / Designated Safeguarding Lead Review
	Name:
	

	Signature:
	

	Date:
	
	Further Action required 
	☐ Yes ☐ No




This form is completed in line with Ofsted safeguarding and record-keeping requirements. All incidents must be recorded, parents informed the same day, and records stored securely in accordance with GDPR.

Reading Community Learning Centre  94 London Street, Reading, RG1 4SJ
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