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Early Years Pre-Inspection Checklist

1.
Policies, Procedures and Documentation

The following is a list of policies, procedures and written information that are recommended by regulatory bodies or are seen as good practice and which should be kept on the premises.  This list is by no means exhaustive and you should ensure that you are familiar with all statutory requirements that you must meet.  Items shown in bold are essential, other items are not essential but may provide further evidence of compliance with the Early Years Foundation Stage.

Item
Location

Safeguarding & Promoting Children’s Welfare


Safeguarding


Safeguarding children policy and procedure


Designated practitioner responsible for safeguarding children, who must attend a child protection training course


Information & Complaints


Complaints Procedure including Ofsted contact information


Record of Complaints


Parents provided with certain information – see page 23 of EYFS, This could be a parent information pack


Certain information obtained from parents prior to admittance – see page 23 of EYFS


Confidentiality policy


Premises and security


Arrival and departure procedures for staff, children, parents and visitors


Record of Visitors


Missing child policy and procedure


Procedure for uncollected Children 


Carry and display public liability insurance


Outings


Risk assessment for each type of outing


Written parental permission for each outing


Essential records and equipment taken on outings


Operational procedure for outings


Vehicle Records including Insurance details


List of named drivers


Equality of Opportunities


Equal Opportunities Policy, including policy for supporting children with learning difficulties and disabilities and arrangements for reviewing, monitoring and evaluating the effectiveness of inclusive practices


Have regard to SEN code of practice if in receipt of government funding


Named SENCO


Medicines


Administration of Medicine Policy 


Prior parental consent to administer medicines


Record of medicines administered (medication form)


Prior parental consent for emergency treatment


Medicines stored out of reach of children, in accordance with product instructions and in original containers


Illnesses & injuries


At least one member of staff should have a current paediatric first aid certificate


Accident Record


Sick Child Policy


First Aid box, containing minimum requirements and in date


Food and Drink


Individual children’s dietary needs records


Meals, snacks and drinks must be healthy, balanced and nutritious


Fresh drinking water available at all times


Staff responsible for preparation and handling food attend food hygiene training course


Food hygiene included in induction and on-the-job training


Information given to parents about appropriate food content of packed lunches


Food handling - there should be a current registration with Bristol City Council’s food safety team (922 3252)


Smoking


No Smoking Policy


Behaviour management


Behaviour Management Policy 


Named practitioner responsible for behaviour management issues


Incident Record


Suitable People


Staffing, Recruitment and Employment policy


Volunteer Policy


All staff to be qualified to appropriate level – see page 31 of EYFS


The person in charge should have two years experience of working in an early years setting, or have at least two years’ ’other suitable experience


Named Deputy


Induction training should be provided – Induction Policy, including checklist


Staff receive relevant training – Training Policy


Regular staff appraisals 


Correct adult/child ratios including for breaks, staff absences etc


Providers must notify Ofsted of relevant changes (see page 30 of EYFS statutory framework)


Staff, volunteer and MC individual records kept on premises (names and addresses) and info about recruitment, training and qualifications


Ensure all CRB checks for staff, volunteers and committee members have been completed (and recorded appropriately) and up to date


Contingency arrangements for staff absences and emergencies must be in place


Suitable Premises, Environment & Equipment


Risk Assessment


Risk Assessment – risk rating matrix – carried out at least annually


Recorded regular health and safety checks eg daily checklists


Health and Safety Policy


Premises


Clean, adequately ventilated and well lit premises


Access to an outdoor play area on a daily basis


Quiet/sleeping area provided – sleep checks carried out frequently


Area for preparing and storing food and drink, including suitable facilities for babies feeds


One toilet and one hand basin per 10 children – check cleanliness


Hygienic nappy changing facilities


Adequate supply of clean bedding, towels and spare clothes etc available


Fire Safety Procedure including evacuation procedure


Regular evacuation drill carried out and recorded in a fire log book, including problems encountered and how they were resolved


Appropriate fire detection and control equipment eg fire alarms, fire extinguishers, fire blankets, smoke detectors


Fire exits are clearly marked, not obstructed and easily opened from the inside


Area available for keeping confidential info and records and for talking with parents


Area available away from children for staff to take breaks


Gas and Electrical Safety Checks – all electrical sockets have safety covers


Organisation


Child Registration Procedure


Each child must be assigned a key person


Balance of adult led and child initiated activities indoors and outdoors


Planning and Observational assessments carried out – check that the setting is working with the EYATT team


Admissions Policy


Disciplinary Procedure


Grievance Procedure


Appropriate Insurance – certificate displayed


Contracts of employment


Job descriptions and person specifications


Finance Policy 


Emergency staff cover details


Documentation


Records to be kept (in a suitable secure area):

· Name, home address & date of birth of each child

· Name, home address, ‘phone number of child’s parents/carers

· Which parent/carer the child normally lives with

· Name, home address and ‘phone number of the provider and any other person living or working on the premises

· Name, home address and phone number of anyone else who will be regularly in unsupervised contact with the children attending the provision

· Daily records of the names of children, hours of attendance and names of key workers

· Suitable area for the storage of confidential information on staff and children, with access limited to those who have a right or professional need to see them

· Risk assessment, clearly stating when it was carried out, by whom, date of review and any actions following a review or incident



2. To be displayed at all times

Original registration certificate and schedule


Insurance certificate


Fire evacuation procedure


Planning


OFSTED parents poster – address and telephone no


3.  Other

Names & contact details of committee members, including roles


Who is the nominated person/main contact?


Who is the person in charge?


Ofsted Self evaluation form - completed


Check actions from previous Ofsted inspection report have been completed


4.  Notify Ofsted of the following


Ofsted notified

Any change in the facilities to be used for care that may affect space and the level of care available to children


Serious accidents, illnesses, injuries or death – also notify local child protection agencies 


Food poisoning affecting 2 or more children looked after on the premises


A child believed to be suffering from a notifiable disease identified as such in the Public Health Regulations 1988 (link to list provided on  EYFS CD Rom)


Any change of provider or person with direct responsibility for the provision


Any change of name or address of the provider


Change to either company or charity  registration number or name


Any change in the address of premises on which childcare provided


Any criminal offence committed by the registered provider after the time of registration


Significant changes to the premises


Something which adversely affects the smooth running of the provision over a sustained period of time


Changes to the outside of the premises such as adding a pond or taking down a fence


Date:





Completed by:
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