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AUTUMN COTTAGE CHILDCARE 

CHILD MANAGEMENT POLICY 
EYFS 3.58 - 3.60 

Issued: Dec 2025  Next Review: Mar 2028 
 

ABOUT THIS POLICY 
This Policy details how Autumn CoƩage (AC) manages children within the seƫng and its 
methodology for behaviour control. Key topics are:   
 

 Enrolment 
 SeƩling In & Progress Check 
 Behaviour Management 
 Physical Handling 
 Nappy Changing 

 
 

ENROLMENT 
CHILD PROFILES 
See Admissions Policy. 
 
CIRCLES 
AC allocates children to a named Circle based upon their age group – Baby, Toddler, and Pre-
School. Where there are larger numbers within any Circle, addiƟonal groupings may be 
developed. Like Houses in schools, these help the children develop a sense of belonging. 
 
Each Circle has a Leader who is responsible for the children and manages the other staff. 
This person may also be a Key Person (see below) for children with their Circle. 
 
KEY PERSON 
In accordance with EYFS 2024, each child is assigned a ‘Key Person’ from AC staff. The role of 
the Key Person is to: 
 

 Act as the key contact for parents, building a strong relaƟonship. 
 Help complete admission forms, including Consent forms. 
 Explain AC policies and procedures, with parƟcular focus on Safeguarding and 

Prevent. 
 Work with parents to establish bespoke common goals for the child’s well-being, care 

and learning. 
 Help the child become familiar with the seƫng and offer a seƩled relaƟonship. 
 Enter the child’s Learning Journey and developmental records on EYLog.  
 Have links with other carers involved with the child (e.g. childminder) and 

coordinates sharing of appropriate informaƟon about the child’s development with 
them. 
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SETTLING IN 
AC’s SeƩling In procedures help children to feel comfortable in the seƫng, to benefit from 
what it has to offer, and want to return at the end of the session. For this, AC aims to create 
a partnership with parents by: 

 Encouraging parents to visit the seƫng with their child before admission. 
 Allowing flexible admission procedures for individual families and children. 
 CreaƟng opportuniƟes for informaƟon exchange including their child’s achievements 

and interests. 
 SupporƟng families in the seƫng for as long as it takes to seƩle their child. 
 

AC judge a child to be seƩled when they have formed a relaƟonship with their Key Person 
and the child:  

 looks for the Key Person when he/she arrives and goes to them for comfort. 
 Is familiar with where things are. 
 Is pleased to see other children and parƟcipate in acƟviƟes. 

 
UNSETTLED CHILDREN 
If a child is unseƩled/crying, AC will comfort them appropriately. If the distress conƟnues, AC 
will call parents/carers to return to the seƫng, as a child's distress will prevent them from 
learning and may prevent them from wanƟng to return. However, AC reserves the right not 
to accept a child into the seƫng without a parent or carer if the child finds it too distressing 
to be leŌ.  
 

PROGRESS CHECK 
When a child reaches 2 years (or before the child is 3), their Key Person carries out a 
Progress Check in accordance with the guidance issued in EYFS 2024, and local procedures. 
Its aims are: 

 To review the child’s development and provide a clear informaƟon for parents. 
 To note areas where the child is progressing well or where progress is less than 

expected. 
 To describe the acƟons to address any developmental concerns (including working 

with other professionals) as agreed with the parent(s). 
 To plan acƟviƟes to meet the child’s needs and support parents to understand the 

child’s needs to enhance their development at home. 
 

 
BEHAVIOUR MANAGEMENT 
POSITIVE BEHAVIOUR 
AC aims to help children take responsibility for their own behaviour by adopƟng a 
combinaƟon of approaches, including: 
 

 PosiƟve Role Modelling and example seƫng. 
 A sƟmulaƟng, interesƟng and challenging learning environment. 
 Seƫng and enforcing appropriate boundaries and expectaƟons. 
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 Providing posiƟve feedback. 
At the same Ɵme, AC works with parents to help their children understand appropriate 
expectaƟons for posiƟve behaviour through: 
 

 Praise for good behaviour. 
 Individual aƩenƟon to feel valued. 
 Listening to what the children have to say. 
 Rewarding good behaviour incl. behaviour chart and cerƟficates. 
 

AC has a designated Behavioural Co-ordinator who is trained in Behaviour Management.  
 
CHALLENGING BEHAVIOUR 
AC does NOT use any form of corporal punishment to manage children’s behaviour, including 
smacking, Ɵme out, threats, shouƟng or humiliaƟon.  
 
For persistent inappropriate behaviour, AC uses the industry standard ABC method to assess 
the behaviour and create a Behaviour Plan to promote more posiƟve behaviour (ABC 
ObservaƟon sheet). All staff are trained in this technique. 
 
Incidents 
When challenging behaviour harms another child, AC will inform parents/carers of the 
children involved and ensure they understand the situaƟon, including: 
 

 Sequence of events. 
 Steps taken to comfort the child who was hurt. 
 How staff handled the situaƟon. 

 
For reasons of confidenƟality, the idenƟty of the children involved will not be idenƟfied to 
the other parent. Parents will be invited to discuss detailed strategies for managing their 
child’s behaviour to develop consistency of pracƟce between the seƫng and the home. 
External agencies may be referred to for addiƟonal guidance, especially if the child may have 
special educaƟonal needs. Parents will be included in every stage of a referral.  
 
SancƟons 
If all intervenƟon steps do not result in a change in a child’s behaviour, the Manager may 
suggest the child changes or decreases their sessions at AC. These intervenƟon steps may 
include those taken in collaboraƟon with other agencies. UlƟmately, the Manager may 
suggest the child is withdrawn to find a more suitable seƫng. 
 
 

PHYSICAL HANDLING 
There are occasions when a child’s behaviour may require physical handling. AC has two 
main types of physical handling. 
 
POSITIVE HANDLING 
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The posiƟve use of touch is a normal part of human interacƟon. Using appropriate care, AC 
uses posiƟve handling in appropriate situaƟons for example: 
 

 Giving guidance to children (such as how to hold a paintbrush, or when climbing). 
 Providing emoƟonal support (such as placing an arm around a distressed child). 
 Physical care (such as first aid or toileƟng). 

 
AC are aware that for some children, touch would be inappropriate, such as those with a 
history of physical or sexual abuse, or from certain cultural groups. 
 
RESTRICTIVE PHYSICAL INTERVENTION 
This is when a member of staff uses physical force intenƟonally to restrict a child’s 
movement against his or her will. In most cases, this will be using the adult’s body rather 
than mechanical or environmental methods. AC only uses physical restricƟve handling when: 
 

 A child is injuring themselves or others. 
 A child is damaging property. 
 To prevent imminent injury or damage. 
 Leaving the seƫng without adult supervision. 

 
Staff aim to avoid the use of any restricƟve physical handling by using posiƟve behaviour 
management, e.g saying ‘Stop’, unless the situaƟon calls for immediate acƟon. When 
physical intervenƟon is used, reasonable minimal force is applied for as short a Ɵme as 
possible. This policy also applies staff have charge of children off site. 
 
Physical RestricƟve Handling will never be used out of anger or as a punishment. 
 
MANAGEMENT OF PHYSICAL HANDLING 
All other methods of behaviour management will be considered/used before any physical 
intervenƟon is used, including humour, distracƟon, relocaƟon and offering choices.  In some 
instances, use of restricƟve physical intervenƟon may make the situaƟon worse and staff will 
need to do something else i.e. give instrucƟons to stop, seek help, or make the area safe. 
 
Training 
All staff are trained in Physical RestricƟve Handling techniques which include:  
 

 Side-by-side contact with the child. 
 To be aware of head posiƟoning, to avoid head buƩs. 
 To avoid liŌing the child. 
 To not restrict the child’s ability to breath.  
 

Physical Handling Plan 
Where an individual child’s behaviour means they are likely to require frequent physical 
restricƟve handling, AC will discuss this with parents and develop a Physical Handling Plan 
(PHP). This would specify the most appropriate staff member(s), and other methods to be 
used to support the child and maintain their physical and emoƟonal health. Other 
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professionals may be consulted in the making of the plan, such as the County Inclusion 
Officer, EducaƟonal Psychologists, Portage, Social care team.  
 
Parents give their consent to the PHP which is reviewed every half term or more oŌen if 
there are major changes in the child’s behaviour. 
 
Post Incident Support 

 Child - The child will be helped to understand why they were held when staff and 
child are calm enough to talk producƟvely.  

 Observers - Staff may also talk with children who observed the incident. Support will 
be given to the staff involved both, directly or as observers.  

 Staff - The staff will have an opportunity to share what happened with other staff 
members. 

This aŌer-incident support is intended to repair the relaƟonship between the child and 
restraining adult. Staff will review the child’s Behaviour Plan so that the risk of needing to 
use RestricƟve Physical IntervenƟon is reduced. 
 
ReporƟng & Monitoring 
Staff member(s) involved in a physical handling incident will report it using a Physical 
Handling Incident Record. Parents of children involved will also be informed and the incident 
discussed. The parents will be asked to sign off this Record.  
 
AC will review incident forms (SomeƟmes with the Area INCO) to help idenƟfy trends, and 
reflect on how AC can intervene to meet the needs of these children.  
 
NAPPY CHANGING 
It Is important that during nappy change Ɵme, we conƟnue to treat babies and toddlers with 
ongoing respect and be mindfully present during this important Ɵme. It’s important we turn 
a mundane rouƟne into a conscious and mindful ritual, remembering to slow down, to 
include baby, asking for their assistance, to use gentle “asking hands” instead of busy, 
efficient ones. It’s important that children are part of the nappy changing process, even our 
youngest babies, slow down and give respect “can I check your nappy now please?” 
 
Nappy changes are also a Ɵme where we, as pracƟƟoners, should be alert to any unusual 
bruising, parƟcularly on a non-mobile baby. Should you find a bruise, even if you are unsure, 
always speak to your Room Leader, or DSL for clarificaƟon. 
 
We enable a two-way exchange between parents and key persons so that informaƟon is 
shared about nappy changing and toilet training in a way that suits the parents and meets 
the child’s needs.  
 
We have appropriate designated faciliƟes for nappy changing which meet the following 
criteria:  
• FaciliƟes are separate to food preparaƟon, serving areas and children’s play areas. We use 
privacy screens within our rooms to provide a comfortable and secure environment for 
inƟmate care rouƟnes.  
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• Changing mats have a sealed plasƟc covering and are frequently checked for cracks or 
tears. If cracks or tears are found, the mat is discarded. 
 • Clean nappies are stored in a clean dry place; soiled nappies are placed in (a ‘nappy sack’) 
before being placed in the bin. Bins are lined with Yellow Sacks, have a lid and at the end of 
the day are always empƟed into an appropriate waste collecƟon area. 
 
Staff changing nappies will wear PPE inclusive of a disposable apron and gloves. Gloves 
should be cleaned with anƟbacterial wipes during each nappy change. Staff will ensure they 
have all the equipment they need before each nappy change. Staff must keep nappy bags, 
gloves and aprons out of reach of babies and children. 
Staff will clean, disinfect and dry mats thoroughly aŌer each nappy change; disposable 
towels or paper roll are discarded aŌer each nappy change.  
 
 
All new employees responsible for changing nappies or pull ups must complete the following 
steps during their iniƟal inducƟon: 
1. Observe a nappy changing procedure 
2. Undertake 2 nappy changing procedures (supervised) 
3. If the new employee correctly follows all steps in the nappy changing procedure on 2 
occasions (and they have a Valid DBS) they are able to change nappies unsupervised. 
4. This completed form must be filed along with all other inducƟon informaƟon in the new 
employee’s personnel file. 
 


