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WELFARE AUDIT TOOL

	Name of setting
	

	Date of completion
	
	Date of review
	

	Completed by
	

	Welfare audit date


	

	Welfare Consultant
	

	Agreed overall RAG and support level

	Intensive support
	Targeted support
	Universal support
	Universal support exemplary practice.

	
	
	
	

	Early Years Capital Funding 

Please briefly detail any funding needs you have with regard to resources, refurbishments or development of play areas inside and out, for 2011 (include estimated costs). You will be recording your 2010 need through the EYE Team Funding Audit emailed out in June 2010.

	


Signatures:
Manager/Owner/Chair person………………………………………………

Early Year’s Consultant (Welfare)……………………………………………

Date:……………………….
Audit tool information
This tool has been designed to support your setting in evaluating how you meet the welfare requirements. The tool directly follows the requirements as laid down in the EYFS statutory framework and has been broken up into legal requirements, statutory guidance and best practice.  

· The welfare legal requirements are given legal force by regulations made under section 39(1) (b) of the Childcare Act 2006, which states “that a person who without reasonable excuse fails to comply with any requirement of the regulations is guilty of an offence”. 

· In addition all providers must have regard to the statutory guidance, which means you must take it into account and, if you decide to depart from it, you must have clear reasons for doing so and be able to demonstrate that your alternative approach achieves the end described in the guidance.

· Best practice section is where you have the opportunity to  demonstrate that you are exceeding the minimum requirements.

The ownership of this document sits with you the provider, it is a requirement to complete the audit of your welfare requirements as part of your entitlement to provide EYE funded sessions. Your Early Years Consultant (Welfare) is available for support in completion of the audit, however, the expectation is that the audit is completed in time for the annual audit visit by the EYC (Welfare) and if not completed then an overall red RAG for welfare may be given until you are able to complete it.
When working through the document look at each statement and ask yourself if you meet the criteria.  If you answer yes, then briefly outline the evidence to substantiate that statement within the evidence and comments box.  If you answer no, then briefly make comments as to what actions are needed to meet that criteria and any support from Birth to Five Service you would like in order to make those improvements. 

Work your way through each section, if information is repeated there is no need to include repeated evidence, just state, ‘refer to….’ . 

At the end of each section you are required to RAG yourself against the set criteria.  You may be red on your initial review due to not meeting one or more legal requirements; however it is possible that things are put in place and adjustments made which means that you now meet legal requirements before the EYC (Welfare) visit, in which case change the RAG rating appropriately and put a review date by the side.  This shows a clear improvement and the tool has enabled you to be self- reflective in your own practice. 

At the visit, the EYC (Welfare) will spend some time getting to know your setting and talking with you and your staff about your practice.  An amount of time will be taken to look through your documentation and the findings from your welfare audit.  From this you will agree on an overall RAG which will be based on the level of support required by the EYC (Welfare) to help you make the improvements identified within the audit.  

At the end of the visit the audit tool still remains yours, you can use it as evidence for Ofsted of reflective practice and it can form part of your operational plan.  It is a working document, so when improvements are made, this needs to be reflected in a review of the RAG ratings.  Remember to add the review date when doing this.

SAFEGUARDING AND PROMOTING CHILDREN’S WELFARE
Safeguarding
	Legal requirements
	Yes
	No
	Evidence and comments

	The provider has an effective safeguarding policy/procedure, which includes details of actions to take against any allegations.  Effective = staff know what is within the policy, know what to look out for and know what to do if they are worried. Staff also know that they can make a referral themselves even if the manager is hesitant.
	
	
	

	There is evidence that staff have been given a copy and explained the contents of the policies and procedures on induction.
	
	
	

	There is evidence that policies and procedures have been made available and explained to all parents.
	
	
	

	The provider knows to and has notified LSCB/ Ofsted of any allegations of abuse or harm, either on the premises or elsewhere, without delay. (Complaints log filled in with details)
	
	
	

	There is a designated safeguarding person who is clearly identified to all staff.
	
	
	

	Statutory guidance
	
	
	

	The setting have a copy of “what to do if you’re worried a child is being abused” summary from DCSF, displayed or available to staff.
	
	
	

	Staff have relevant and current safeguarding training.
	
	
	

	Staff are able to respond appropriately to concerns they have from things they see and hear.
	
	
	

	Best Practice
	
	
	

	The setting records pre-existing injuries and monitors
 for trends.
	
	
	

	The setting has a whistle blowing policy in place.
	
	
	

	The setting designated safeguarding person, has attended at least level 2 training as recognised by LSCB. 
	
	
	

	All other staff have accessed a basic safeguarding course as recognised by LSCB either by accessing     e- learning or attending a course through the training directory.
	
	
	

	Safeguarding is on the agenda for every staff meeting and all meetings are minuted.
	
	
	

	Committee run groups include a safeguarding update on the manager’s report, presented to the committee at committee meetings. The committee are made aware immediately of any safeguarding concerns.
	
	
	

	The setting has a comprehensive recording system in place for allegations and concerns.

	
	
	

	The setting refers to the policy and procedure when safeguarding issues arise.
	
	
	


Information and complaints
	Legal requirements
	Yes
	No
	Evidence and comments

	There is evidence that the provider is effectively engaging with parents, providing  information on activities, daily routines, staff, food and drink, policies and procedures, complaints procedure, contacting Ofsted, uncollected child procedure and missing child procedure.
	
	
	

	The provider has captured necessary information on the child record form i.e. emergency contact numbers, dietary requirements including food allergies, health requirements and details of who has legal contact and parental responsibility.
	
	
	

	Written parental permission has been sought for emergency advice or treatment.

	
	
	

	The setting has a written procedure in place for dealing with complaints and concerns from parents.
	
	
	

	The provider has written details of complaints and concerns from parents and their outcomes available for inspection.
	
	
	

	All complaints have been dealt with within 28 days of receiving the complaint.
	
	
	

	Parents have free access to learning journals and parents are made aware that a written request is required for access to their child’s personal files.
	
	
	

	Statutory guidance
	
	
	

	The setting has a two way flow of information between them and other providers children may access.
	
	
	

	There is evidence that staff are made aware of the need for confidentiality.
	
	
	

	The provider keeps all records of complaints for at least 3 years.
	
	
	

	Best practice
	
	
	

	The setting has a complaints folder with a formal complaint record form.
	
	
	

	The setting displays or makes available their complaints procedure for parents to view.
	
	
	

	The setting has  public liability insurance and ensures the certificate is clearly displayed.
	
	
	

	The setting’s policies and procedures are available for parents.
	
	
	

	The admissions policy contains a statement that children eligible for EYE funding have priority.
	
	
	


Premises and Security
	Legal requirements
	Yes
	No
	Evidence and comments

	The premises indoors and outdoors are secure and safe and there are adequate security measures in place to safeguard from intruders.

	
	
	

	Systems are in place that ensures children are only released to people known to the provider.

	
	
	

	Children are unable to leave the premises unsupervised.
	
	
	

	Statutory guidance
	
	
	

	Effective systems are in place which ensures staff are always aware of the whereabouts of visitors to the premises, via the use of visitors book, message boards and visitor name badges.
	
	
	

	There are notices in place to remind staff and parents of the importance for security.
	
	
	

	Procedures are in place which ensures all staff consistently checks the ID of visitors and record adequate information.
	
	
	

	The setting has an arrival and departure procedure in place.
	
	
	

	The setting seeks written permission from parents when children are to be picked up by another adult.
	
	
	

	Best Practice
	
	
	

	A written policy for visitors is in place.
	
	
	

	The setting has a written plan in place which details the actions to be taken during a critical incident or any other incident which is beyond their control.
	
	
	

	The setting has a written procedure in place which details the actions to be taken when a child goes missing.
	
	
	

	The setting ensures that staff are clearly identifiable either by the use of name badges, uniforms or staff pictures displayed where parents and visitors can see them.
	
	
	


Outings
	Legal requirements
	Yes
	No
	Evidence and comments

	The setting has clear written procedures in place for supervision of children on outings.
	
	
	

	A full written risk assessment is done before any outings which includes a review of the adult: child ratios. 
	
	
	

	The risk assessment is reviewed before embarking on each specific outing.
	
	
	

	Statutory guidance
	
	
	

	The provider seeks written parental permission for children to take part in outings.


	
	
	

	
	Yes
	No
	Evidence and comments

	There are procedures in place which ensure that essential equipment is taken on all outings, such as telephone contacts for parents, first aid kit and mobile phone.
	
	
	

	All vehicles used for outings have appropriate insurance and all details of the vehicle are kept within the setting.  
	
	
	

	If using own private vehicle the owner is adequately insured.
	
	
	

	If the vehicle is 9 seats or over, the vehicle has a PSV registration and all drivers have suitable licence to drive such a vehicle.
	
	
	

	Best Practice
	
	
	

	The setting has a written transportation policy (if applicable).
	
	
	


Equal Opportunity
	Legal requirements
	Yes
	No
	Evidence and comments

	The setting has an effective equal opportunity policy which ensures that procedures are in place to include equality of opportunity for all and for supporting children with learning difficulties and disabilities.
	
	
	

	The setting has an SEN policy which shows they have regard to the SEN code of practice.
	
	
	

	Statutory guidance
	
	
	

	The setting’s equal ops policy includes details about how the individual needs of the children will be met.

	
	
	

	The setting’s equal ops. policy includes details about how all children, including those who are disabled or have special educational needs, will be included, valued and supported, and how reasonable adjustments will be made for them.
	
	
	

	The setting’s equal ops. policy includes details of a commitment to working with parents and other agencies.
	
	
	

	The setting’s equal ops. policy includes details on information about how the SEN code of practice is put into practice in the provision.
	
	
	

	The setting’s equal ops. policy includes details of the named SENCO in the group.


	
	
	

	The setting’s equal ops. policy includes details of arrangements for reviewing, monitoring and evaluating the effectiveness of inclusive practices within the setting.


	
	
	

	The setting’s equal ops. policy includes details about how the provision will promote and value diversity and differences.
	
	
	

	
	Yes
	No
	Evidence and comments

	The setting’s equal ops. policy includes details about how inappropriate attitudes and practices will be challenged.
	
	
	

	The setting’s equal ops. policy includes details about how the provision will encourage children to value and respect others.
	
	
	

	Best Practice
	
	
	

	Staff have adequate training which ensures they all know their responsibility with regard to children with special educational needs.
	
	
	

	The setting’s environment and resources are inclusive.


	
	
	

	The named SENCO has attended the 4 day mandatory training.


	
	
	


Medicines
	Legal requirements
	Yes
	No
	Evidence and comments

	The provider has an effective policy for administering medicines in place.
	
	
	

	The policy includes details of an effective management system in place to support individual children with specific medical needs (long-term medication plan).
	
	
	

	Adequate written records are kept of all medicines administered to children.
	
	
	

	Parents are informed of all medicines administered to children and evidence of this is kept.
	
	
	

	Statutory guidance
	
	
	

	The setting holds sufficient information about the medical condition of any chid with long term medical needs.
	
	
	

	The setting has asked the parents upon registration about any medicines that a child needs to take and any support they may need for their medical condition.

	
	
	

	Staff are suitably trained by a health professional to administer specialist medications specific to the individual child and all training is recorded.
	
	
	

	Only prescribed medicines are administered, unless they are pain and fever relief or teething gel and only when there is a health reason to do so.
	
	
	

	Prior written consent is sought from the parents for each dose of medication.
	
	
	

	The provider has systems in place to ensure that no child is given medication containing Aspirin, unless it has been prescribed by a doctor.
	
	
	

	Specific members of staff are responsible for the administration of all medication, either on a voluntary basis or as part of their terms and conditions of employment.

	
	
	

	
	Yes
	No
	Evidence and comments

	All medicine is stored strictly in accordance with product instructions and in the original container, which includes the prescriber’s instructions for administration.
	
	
	

	Best Practice
	
	
	

	The setting ensures that staff obtain information about the time and amount of the previous dose of medication given to a child when seeking permission from the parents to administer any medication.(Ofsted requirement)
	
	
	


Illness and Injuries
	Legal requirements
	Yes
	No
	Evidence and comments

	The provider knows to and has notified Ofsted of any serious accident, illnesses, injury to or death of any child whilst in their care including the details of action taken in respect of it.
	
	
	

	The provider knows to and has notified child protection agencies of any serious accident, illnesses, injury to or death of any child whilst in their care and act on any advice given.
	
	
	

	There is at least one member of staff with a current paediatric first aid certificate, approved by the local authority, on the premises at all times and on any outings.
	
	
	

	There is evidence that the setting maintains a first aid box with appropriate contents to meet the needs of the children.
	
	
	

	The setting keeps adequate written records of all accidents and first aid treatment.
	
	
	

	Parents are notified of all accidents or injuries sustained by their child whilst in the care of the provider, including details of any first aid treatment given.
	
	
	

	The provider discusses with the parents the procedure for children who are ill or infectious.  
	
	
	

	Statutory guidance
	
	
	

	The provider has a procedure for ill or infectious children, which includes details of the arrangements for exclusion and the protocol for contacting parents or other designated adults if a child becomes ill or receives a minor injury.
	
	
	

	The provider ensures that all animals on the premises are safe to be in the proximity of children and do not pose a health risk.
	
	
	

	The provider has procedures for contacting Ofsted and seeking advice from the Health Protection Agency if a child is believed to be suffering from a notifiable disease as identified in the Public health (infectious diseases) regulation 1988. 


	
	
	

	Best Practice
	Yes
	No
	Evidence and comments

	The setting displays the list of notifiable diseases for parents’ reference.
	
	
	

	The setting regularly monitors for trends in the accident and incident book.
	
	
	


Food and Drink
	Legal requirements
	Yes
	No
	Evidence and comments

	Any meals, snacks and drinks that the provision supplies are healthy, balanced and nutritious.
	
	
	

	Those handling food within the setting are competent to do so, (food hygiene qualified).

	
	
	

	The provider ensures that fresh drinking water is independently available at all times.
	
	
	

	The provider knows to and has notified Ofsted of any food poisoning affecting two or more children looked after on the premises.
	
	
	

	Statutory guidance
	
	
	

	The provider has obtained information from the parents about the child’s dietary needs.
	
	
	

	If the setting prepares food, they have registered with the local authority environmental health department (safer food better business).
	
	
	

	All staff who handle food, have been given induction training for food handling, and it is clearly recorded.
	
	
	

	Parents who provide pack lunches have been informed about what can be stored safely and about appropriate food content.
	
	
	

	Best Practice
	
	
	

	The provider ensures that children’s independence is encouraged at meal times.
	
	
	

	The provider checks the temperature of the fridge and freezer daily and keeps a record.
	
	
	


Smoking

	Legal requirements
	Yes
	No
	Evidence and comments

	The provider ensures that there is no smoking in or around the premises.
	
	
	

	Statutory guidance
	
	
	

	There is a no smoking policy in place.
	
	
	

	There are procedures in place to ensure spaces that have been used by smokers, and in exceptional circumstances, where used by the children, are adequately ventilated.
	
	
	

	Best Practice
	
	
	

	The provider ensures that any breaks taken by smokers; do not compromise the adult child ratios.
	
	
	


Behaviour Management
	Legal requirements
	Yes
	No
	Evidence and comments

	The setting has policies in place which clearly states that corporal punishment will not be used or threatened under any circumstances.
	
	
	

	The setting has an effective behaviour management policy which is consistently adhered to by all staff members.
	
	
	

	Statutory guidance
	
	
	

	The setting has clear guidance for staff on the use of physical intervention/restraint to manage a child’s behaviour.
	
	
	

	Any intervention used to manage a child’s behaviour is recorded and parents are informed the same day.
	
	
	

	The setting has a named practitioner responsible for behaviour management issues.  
	
	
	

	The named behaviour management practitioner is identified in the behaviour policy.
	
	
	

	The named behavioural management practitioner is supported in acquiring the skills to provide guidance to other staff.
	
	
	

	Best Practice
	
	
	

	The setting’s behavioural policy includes details on anti bullying.
	
	
	

	The named practitioner for behavioural management has suitable skills and experience.
	
	
	


Safeguarding RAG
	Has not met one or more legal requirements.


	
	Has met all legal requirements but has not had regard for some of the statutory guidance.
	
	Has met legal and statutory requirements and shows best practice in some areas.
	


SUITABLE PEOPLE
Safe Recruitment
	Legal requirements
	Yes
	No
	Evidence and comments

	The provider has effective systems to ensure that practitioners and other people aged 16 or over likely to have regular contact with children are suitable to do so.

(i.e. Recruitment Procedure, reference checks, CRB/ISA, Equal Opportunities under Employment Law).
	
	
	

	The provider has obtained an enhanced Criminal Records Bureau (CRB) Disclosure for every person aged 16 or over and ISA/ VBS registration for all staff and volunteers that work directly with the children and who works on the premises on which the childcare is provided.
	
	
	

	The provider has not allowed people whose suitability has not been checked to have unsupervised contact with children.

	
	
	

	The provider has written record of name, URN, date of issue and destroys disclosure certificate within six months of receipt, in accordance with CRB Code of Conduct.
	
	
	

	Statutory guidance
	
	
	

	The provider has evidence of checks used to asses suitability of all staff, including:
CRB Disclosure/ ISA registration details
References: two

Full employment history
Qualifications

Interviews

Identity checks

Any other checks undertaken, e.g. medical suitability.
	
	
	

	The provider has ensured that all people connected with their provision who work directly with children are to declare to them all convictions, cautions, court orders, reprimands and warnings which may affect their suitability to work with children.

The provider’s recruitment procedure clearly states that recruitment within their setting is exempt from Re-habilitation of Offenders Act 1974.

	
	
	

	Best Practice
	
	
	

	The provider has ensured that staff employment contracts are in place 

	
	
	

	
	Yes
	No
	Evidence and comments

	The provider has ensured each staff member has had a comprehensive induction and it is recorded.


	
	
	

	The setting has a staff handbook which details the terms and conditions for staff.


	
	
	


Notifying Ofsted

	Legal requirements
	Yes
	No
	Evidence and comments

	The provider has notified Ofsted in advance or within 14 days of the following:
· Any change of premises/address

· Manager

· Nominated person

· Any significant event (refurbishments)

· Closure

· Opening hours

· Overnight care (if applicable)

· Change in registered name or registered number of the company (providing the childcare)

· Charity status

· Allegations against a member of staff

· Serious accident/injuries.


	
	
	

	Statutory guidance
	
	
	

	The Provider has notified Ofsted of any change in their telephone number.

	
	
	

	Best Practice
	
	
	

	The provider sends any notifications to Ofsted, by recorded delivery or email confirmation.
	
	
	


Alcohol/other substances

	Legal requirements
	Yes
	No
	Evidence and comments

	The Provider ensures that staff are aware they must not be under the influence of alcohol or any other substances during working hours which may affect their ability to care for children.


	
	
	

	Statutory guidance
	
	
	

	The provider has systems in place to ensure that any staff taking medication, which they believe may affect their ability to care for children, should seek medical advice and only work directly with children if that advice is that the medication is unlikely to impair their ability to look after children.

	
	
	

	Best Practice
	Yes
	No
	Evidence and comments

	A reference to alcohol and other substances has been included within the setting’s Health & Safety policy.
	
	
	

	The setting has a policy in place which states that they reserve the right as part of their duty of care,  to retain a child within the setting,  if they believe a parent or carer who arrives to collect  their child,  is  under the influence of alcohol or any other substance. 
	
	
	


Qualifications, training, skills and knowledge

	Legal requirements
	Yes
	No
	Evidence and comments

	The setting has a manager/supervisor with a full and relevant level 3 qualification (as defined by the CWDC) and ensures that  half of all other staff hold a full and relevant level 2 qualification (as defined by CWDC).


	
	
	

	Statutory guidance
	
	
	

	The manager has at least two years’ experience in an early years setting or two years’ other suitable experience.
	
	
	

	The provider ensures that all staff, volunteers and committee members have full job descriptions in order to have a clear understanding of roles and responsibilities.
	
	
	

	The provider carries out annual appraisals to identify staff training needs and a programme of continuing professional development for staff.
	
	
	

	The provider supports staff in improving their qualification levels including those staff without qualifications to obtain a full and relevant level 2 (as defined by the CWDC).
	
	
	

	The provider has evidence of a comprehensive induction training for new staff which includes matters such as evacuation procedures, child protection and health & safety issues.
	
	
	

	The provider ensures staff access at least 4 days training available through the Birth to Five Service and other sources.
	
	
	

	Best Practice
	
	
	

	The provider has a staff induction policy & procedure.
	
	
	

	The provider has evidence of Training Matrix being used.
	
	
	

	Provider has ensured that all training accessed within the training directory is being cascaded to all other staff. 
	
	
	


Staffing arrangements 
	Legal requirements
	Yes
	No
	Evidence and comments

	The provider meets the requirements for adult:child ratios relevant to their setting at all times; with staff in ratios working directly with the children.
	
	
	

	
	Yes
	No
	Evidence and comments

	The provider adheres to fixed ratios when mixing children of differing age groups so that the needs of the children are met at all times.
	
	
	

	The provider has a named deputy who is able to take charge in the absence of the manager.
	
	
	

	Statutory guidance
	
	
	

	The provider has systems in place to ensure that children are supervised at all times, with staffing arrangements organised to meet the individual needs of the child.
	
	
	

	The provider only makes exception to the requirements of adult:child ratios in exceptional circumstances, ( i.e. when babies are sleeping or resting) and then adults are available on the premises.
	
	
	

	The provider has contingency arrangements in place for staff absences to ensure a consistent experience for the children in their care.
	
	
	

	Staff/volunteers/students under the age of 17 do not count towards ratios and should be supervised at all times with written risk assessments in place.
	
	
	

	The provider is aware that individuals aged 17 and over on long-term placements may only be included in the ratios if they are satisfied they are competent and responsible.
	
	
	

	Best Practice
	
	
	

	The setting has provided adequate staff cover during lunch breaks to ensure they stay within ratios and provide a consistent experience for the children in their care. 
	
	
	

	The provider has regular, effective staff meetings that are documented.
	
	
	

	The committee/owner reviews staff wages annually.
	
	
	

	There are solid relationships and strong communications between staff and committee/owner.
	
	
	

	Voluntary management committees have a robust succession management system in place.
	
	
	


Suitable people RAG
	Has not met one or more legal requirements.


	
	Has met all legal requirements but has not had regard for some of the statutory guidance.
	
	Has met legal and statutory requirements and shows best practice in some areas.
	


SUITABLE PREMISES, ENVIRONMENT AND EQUIPMENT
Risk Assessment

	Legal requirements
	Yes
	No
	Evidence and comments

	The provider has conducted written risk assessments on all areas of the setting that need to be checked in line with H&S regulations. 
	
	
	

	The provider maintains records of all checks, when, by whom, how frequently, date of any review and action taken as a result of any review. 
	
	
	

	Risk assessments are reviewed at least once a year or more frequently if necessary.
	
	
	

	The provider can show that all reasonable steps to ensure hazards to children - both indoors and outdoors – are kept to a minimum.
	
	
	

	Statutory guidance
	
	
	

	Risk assessments cover anything with which a child may come into contact with.
	
	
	

	Premises and equipment are kept clean and systems are in place to ensure this. 
	
	
	

	The provider is aware of the requirements around health and safety legislation, including hygiene. This includes informing staff and keeping them up to date.
	
	
	

	A Health and Safety policy is in place which includes procedures for identifying, reporting and dealing with accidents, hazards and faulty equipment. 
	
	
	

	Best Practice
	
	
	

	Risk assessments contain relevant information, identified hazard and risk, level of risk, who is effected, activity & areas of setting, precautions in place.
	
	
	

	 Risk assessments are on display or easily accessible, so staff and volunteers are able to refer to them.
	
	
	

	The provider has a copy of the new Health and Safety poster and is on display (to be in place by 5th April 2014).
	
	
	


Premises
	Legal requirements
	Yes
	No
	Evidence and comments

	Any changes in premises that affect space have been notified to Ofsted. (Prior to change when possible or within 14 days of change).
	
	
	

	The setting has a fire safety evacuation procedure and it is displayed.


	
	
	

	The setting has adequate fire detection equipment which is all in working order. 


	
	
	

	
	Yes
	No
	Evidence and comments

	The provider has evidence that checks on fire detection equipment are carried out.


	
	
	

	The premises and equipment are organised in a way that meets the needs of children.


	
	
	

	The provider has ensured that they meet the space requirements as defined in EYFS, which does not include storage, thoroughfares, dedicated staff areas, cloakrooms and utility areas.
	
	
	

	The provider has ensured, so far as reasonable, facilities, equipment and access to the premises are suitable for children with disabilities.  


	
	
	

	The premises are for the sole use of the provider during hours of operation. 
	
	
	

	The provider’s public liability insurance is in date and on display.
	
	
	

	Statutory guidance
	
	
	

	If children stay over night has a fire safety officer inspected the sleeping area?
	
	
	

	The provider ensures that staff understand their roles and responsibilities in the event of a fire.
	
	
	

	All fire exits are clearly identifiable, free from obstruction and easy to open from inside.
	
	
	

	The provider carries out regular drills and keeps record of drills, identifying problems encountered and how they were resolved.
	
	
	

	The premises are clean adequately ventilated and well lit. (Daylight should be main source of light, when not possible, provider should ensure lighting is of good quality and children have adequate access to daylight).
	
	
	

	The provider has access to outdoor play area, or if not possible daily outings are planned and taken (unless inappropriate, e.g. weather conditions make it unsafe).
	
	
	

	There is adequate space to give scope for free movement and well spread activities.


	
	
	

	Space is given for the adequate storage of children’s records, toys, personal belongings and any specialist equipment. Security has been considered.


	
	
	

	The provider has ensured that rooms are maintained at a temperature which is comfortable for children and staff. This includes non mobile children. 


	
	
	

	The setting has a separate baby room for children under 2, although provision is made so they are still able to have contact with children of an older age group and be transferred to older age group after 18 months or as appropriate for their individual stage of development.
	
	
	

	
	Yes
	No
	Evidence and comments

	Provision has been made for children who wish to relax, play quietly or sleep, equipped with appropriate furniture.
	
	
	

	Each child has their own bed linen, flannel and hairbrush (if used).
	
	
	

	The provider has systems in place which ensures sleeping children are frequently checked and records kept of checks.
	
	
	

	The setting has an adequately equipped area for providing healthy meals, snacks and drinks. If not a full kitchen then appropriate alternative arrangements are in place for hygienic preparation and storage of food and drinks.
	
	
	

	The setting has hygienic and suitable facilities for preparation of baby’s feeds (if applicable).
	
	
	

	The setting has adequate number of toilets and hand basins for children over age of 2 (1 per 10 children).
	
	
	

	The setting has suitable hygienic nappy changing facilities.
	
	
	

	The provider ensures that there is an adequate supply of clean bed linen, towels, spare clothes and other necessary items are available.
	
	
	

	Children do not have access to laundry facilities or other cleaning materials.


	
	
	

	If the provider does not have sole use of building (e.g. 

village hall or community centre) systems and procedures are in place to ensure that other users do not have negative impact on quality or safety of provision. 
	
	
	

	The setting has an area for storage of confidential information and records and where staff are able to talk to parents confidentially. 
	
	
	

	The provider ensures that staff have a room or area where they are able to take breaks, away form areas used by children. 
	
	
	

	Best Practice
	
	
	

	Children within the setting are supported to take risks through play
	
	
	

	All resources provided  are safe and age appropriate 


	
	
	

	The children are provided with a variety of resources, including natural resources (not all plastic)
	
	
	

	All resources are accessible to children allowing self selection.
	
	
	

	All temperature checks are checked and recorded regularly.
	
	
	

	The setting ensures all bins either within the kitchen or toilet area have lids.
	
	
	

	The setting ensures that the temperature within the fridge and freezer are checked and recorded daily.
	
	
	


Suitable Premises and equipment RAG
	Has not met one or more legal requirements.


	
	Has met all legal requirements but has not had regard for some of the statutory guidance.
	
	Has met legal and statutory requirements and shows best practice in some areas.
	


ORGANISATION

	Legal requirements
	Yes
	No
	Evidence and comments

	The provider has effective systems in place to ensure that the individual needs of all children are met.
	
	
	

	Each child has been assigned a Key Person.
	
	
	

	The provider promotes equal opportunity and anti discriminatory practice.
	
	
	

	The provider has evidence that there is a balance of adult lead and freely chosen or child initiated activities, delivered through indoor and outdoor play. 
	
	
	

	The provider undertakes and records sensitive observational assessment in order to plan to meet children’s individual needs. 
	
	
	

	The provider has evidence that they plan and provide experiences which are appropriate to each child’s stage of development.
	
	
	

	Statutory guidance
	
	
	

	The key person has responsibility of helping baby/child become familiar with setting.
	
	
	

	The key person develops genuine bond with child and their parents/carers, offering a settled close relationship.
	
	
	

	The key person meets needs of their key children, responding sensitively to their feelings, ideas and behaviour.
	
	
	

	The provider values linguistic diversity and provides opportunities for children to develop using their home language in their play and learning. 
	
	
	

	The setting provides a range of meaningful contexts where children have the opportunities to develop English.
	
	
	

	Best Practice
	
	
	

	The setting has a Key Person structure on display for parents’ reference.
	
	
	

	Regular 2 way flow of information to parents is maintained, through 1:1 discussion, parent’s evenings, newsletters and an open door policy. 
	
	
	

	The setting encourages and maintains close links with other childcare providers (including childminders) and consent for information sharing (if relevant) has been sought.
	
	
	

	The setting actively encourages and maintains good transition arrangements between rooms and to school through the use of SEAD materials and Louis.
	
	
	

	The setting has a settling in/child induction policy in place.
	
	
	


Organisation RAG

	Has not met one or more legal requirements.


	
	Has met all legal requirements but has not had regard for some of the statutory guidance.
	
	Has met legal and statutory requirements and shows best practice in some areas.
	


DOCUMENTATION
Data

	Legal requirements
	Yes
	No
	Evidence and comments

	The provider has records on each child which include: full name, date of birth, name and address of every parent and carer, which parent or carer the child lives with and emergency contact details of parent or carer.
	
	
	

	The provider has evidence that they record and submit necessary information to the local authority through the Early Years census.
	
	
	

	Statutory guidance
	
	
	

	Ethnicity, where collected, is recorded in the appropriate categories according to the EYFS welfare requirements.
	
	
	

	Best Practice
	
	
	

	The provider uses the key persons system to ensure that all staff are aware of important information, such as allergies before a child starts at their provision.
	
	
	

	The provider checks the birth certificates of all children eligible for EYE funding and records the check for audit purposes.
	
	
	

	The provider has an ICT use policy in place.
	
	
	

	The provider has a parental contract in use for all EYE eligible children. 
	
	
	

	The provider has an effective policy review system in place that ensure that all policies are reviewed and scrutinised at least on an annual basis.
	
	
	

	The provider retains all documentation which details the continuing support from the Birth to Five Service within a folder and ensures it is available during Ofsted inspections.
	
	
	


Provider’s records
	Legal requirements
	Yes
	No
	Evidence and comments

	The provider keeps necessary records of any person living or employed on the premises.


	
	
	

	The provider keeps necessary records of any person who is regularly in unsupervised contact with the children attending the setting.

	
	
	

	The provider keeps a daily record of the names of the children who are looked after at the setting.
	
	
	

	The provider keeps an accurate record of the hours of attendance of the children who are looked after by the setting.
	
	
	

	The provider keeps a record of the names of the key persons of the children who are looked after by the setting.
	
	
	

	
	Yes
	No
	Evidence and comments

	The certificate of registration from Ofsted is clearly displayed within the setting.


	
	
	

	All records, unless with prior agreement from Ofsted, are kept on the setting’s premises.
	
	
	

	The provider has ensured that all parents have been provided with copies of the latest inspection report.
	
	
	

	Where prior notification from Ofsted of a forth- coming inspection has been given, the provider has evidence that parents have been informed.
	
	
	

	Statutory guidance
	
	
	

	The Provider is registered with the Data Protection Agency. www.ico.gov.uk
	
	
	

	All records relating to individual children are retained for at least 3 years after the children have left the provision.
	
	
	

	All documentation is stored in a suitably secure area (locked filing cabinet) for confidential information.
	
	
	

	The provider has systems in place that ensures that all documentation on staff and children can only be accessed by persons who have a right or professional need to see them.
	
	
	


Documentation RAG

	Has not met one or more legal requirements.


	
	Has met all legal requirements but has not had regard for two or more statutory guidance.
	
	Has met legal and statutory requirements and shows best practice in some areas.
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