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This procedure sets out how policies, procedures and other documents originated, maintained and reviewed as part of the governance for EYFS standards.

The following procedure is intended to ensure consistency and robust standards in the development of policies, timeliness in the provision of information to staff and a clear audit trail for the approval against the EYFS standards.

In this procedure the word ‘policy’ covers all policies, procedures, codes of practice and terms of reference that are approved against the EYFS standards and are binding on staff.

Developing policies
The MD (Managing Director) will be responsible for the adoption of all policies in accordance with the EYFS standards 2025.

The Quality & Development Manager, Nursery Manager will be responsible for developing polices in accordance with the procedure set out in government legislation, the EYFS Standards and other governing bodies.

The Nursery Manager will be responsible for supporting the team in the implementation of all policies and procedures.

HELP (Honest Employment Law Practice) will be jointly consulted to seek agreement for any policy affecting staff terms and conditions and will be involved in the development of such policies.

Staff consultations
The SMT are involved in the development and updating of organisational policies.  All new polices and those requiring significant change will be circulated to all staff ensuring maximum consultation before final adoption of the policy, in accordance with the following cycle;
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Organisational policies will be discussed with the MD, who will consider whether general staff consultation is appropriate and make a recommendation to SMT.

Organisational policies requiring only minor changes will not normally be subject to a full staff consultation or review by the SMT unless considered appropriate by the MD.  The SMT will be informed of any minor changes made to polices as they arise.

Following staff consultation, where substantial comments have been made, policies will be referred to the MD for final consideration.

Policies will be circulated to the staff team for comment via their room whatsapp group and key points displayed if appropriate.  

Note: Any emails to multiple staff will be BCC’d in a group correspondence not CC’d in order to remain in line with GDPR 2018.

Stakeholder consultations
Where necessary, third party stakeholders such as parents, early years, WSCB will be consulted on specific organisational policies that affect them.

Approval and authority
The MD will approve all new policies and those requiring significant amendment.  

Publication
All current policies will be placed in the ‘Policy Folder’ on dropbox in the active policy folder,  whilst under review changes will be identified with a red title until officially adopted.  Once finalised the policy will appear with a blue title and date amended next to the policy title.

When appropriate, new policies and policy updates will be shared at full team meeting, to highlight any significant changes to policies.

Effective date
The ‘effective date’ of the updated or new policy will be when it has been given final approval in accordance with the above procedure.  Where there is no material change the policy will remain current with a new version and review date approved by the MD.  If the policy is not updated by the due date it will remain current until it is reviewed.

Review
Policies will normally be reviewed when matters arise affecting the policy, legislation changes or on an annual basis.

Senior staff will work in their teams, identify changes on the policy under review.  Once the staff read and understood the policy, they will sign and date the staff declaration form circulated with the policy under review.  

Once staff have received refresher training they will sign and date the procedure declaration.

Once all staff feedback is received the reviewed policy, the policy will be circulated to all whatsapp groups and to parents if applicable.

The policy will be finalised by the Managing Director, circulated in the team whatsapp groups re printed for the Policy Folder, located in the main Office.  Updated policies will be emailed in PDF format to Bubblesweb to be added to the nursery website.  



Nursery Manager identifies topical policies Friday weekly in management report.  Policy is reviewed and shared with Q&D Mgr along with areas identified for improvement


Q&D manager will ensure the policy is in line with legislation and shared with Managing Director


Seniors will collect feedback and signatures from their teams to ensure they have had an input, read and understood the policy.  


MD will format and prepare a staff declaration.  Nursery Manager will circulate the written policy in team groups to ensure all staff have access to policy content.  
Nursery Manager will train all staff on the procedures that sit behind the policy identifying any gaps between practice and policy  
Q&D Manager and Nursery Manager will conduct a learning walk to ensure procedures are embedded before submitting to MD for final amendments.  
MD will finalise the policy, save staff declarations to dropbox file and circulate finalised policy to Management team for adoption.
image1.png
0\\e
2

&

Da
y Nui
rse
ry

Ca
terp,,
%,




