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Guidance for Employees 
Organisations are being asked by the Government to prepare accordingly. 
 
There will be a phased return for Early Years settings and schools. We should prepare to begin to 
open for children from 1st June 2020. The Government expects children to be able to return to early 
years settings, and for Reception, Year 1 and Year 6 to be back in educational establishment in 
smaller sizes, from this point. This aims to ensure that the youngest children, and those preparing for 
the transition to school, have maximum time with their teachers and Early Year Practitioners.  
 
The Department of Education will engage closely with schools and early years providers to develop 
further detail and guidance on how schools should facilitate this. 
 
 
Q: When are we reopening our services? 
 
We are reopening all our childcare settings for all age groups from Monday 1st June 2020.  This will 
be subject to a review of the scientific evidence on 28th May when the existing lockdown measures will 
be reviewed.  Unless the government change their decision, we will contact the employees who will 
be expected to return to work form 1st June 2020. 
 
   
Q: How will we manage ‘small groups’? 
 
Not all sectors or workers are being asked to return for 1st June 2020.  There will be a gradual return 
of children, employees, parents and carers.  Further guidance is to be announced by the DfE. 
There will be no formal restrictions on the number of children that will be able to return. Parents may 
be nervous and so settings may see lower than usual occupancy levels to begin with.  
 
 
Q: Do I need a face mask or PPE? 
 
As more people return to work, there will be more movement outside people's immediate household. 
This increased mobility means the Government is now advising that people should aim to wear a 
face-covering in enclosed spaces where social distancing is not always possible and they come into 
contact with others that they do not normally meet. 
 
Homemade cloth face-coverings can help reduce the risk of transmission in some circumstances. 
Face-coverings are not intended to help the wearer, but to protect against inadvertent transmission of 
the disease to others.  A face covering is not the same as a facemask such as the surgical masks or 
respirators used as part of personal protective equipment by healthcare and other workers. These 
supplies must continue to be reserved for those who need it. Face-coverings should not be used by 
children under the age of two, or those who may find it difficult to manage them correctly, for example 
primary age children unassisted, or those with respiratory conditions. It is important to use face-
coverings properly and wash your hands before putting them on and taking them off. 

 
What measures have we implemented: 
- Early Learners has invested in additional head thermometers for checking 

employees and children’s temperature on entry and throughout the day.  
Children with a temperature are asked to stay at home or will be sent 
home. 

- We have purchased vinyl gloves if employees wish to wear these. 
- All settings have been deep cleaned in preparation for reopening. 
- We will continue to prevent parents and carers from entering the 

classrooms. 
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PPE funding or equipment is not provided by the government.  The government has said the 
following:  
 
The scientific advice indicates that educational staff do not require personal protective equipment. 
This is needed by medical and care professionals providing specific close contact care, or procedures 
that create airborne risk, such as suctioning and physiotherapy, for anyone who has coronavirus 
(COVID-19), and is displaying symptoms. 
 
If you are not providing this care to someone with the virus, and displaying symptoms, PPE is not 
needed. Asymptomatic people (people with the virus but not displaying symptoms) have a reduced 
viral load and so risk of transmission is considerably reduced. 
 
The virus that causes COVID-19 is mainly transmitted through droplets generated when an infected 
person coughs, sneezes or speaks. These droplets are too heavy to hang in the air. They quickly fall 
on floors or surfaces. The advice for schools, colleges and childcare settings is to follow steps on 
social distancing, handwashing and other hygiene measures, and cleaning of surfaces. 
 
For advice on ‘How to implement social distancing in Early Years settings’, please refer to guidance 
sent on 28/04/20.  You are expected to read and understand this guidance prior to returning to work.  
 
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-social-distancing-in-
education-and-childcare-settings/coronavirus-covid-19-implementing-social-distancing-in-education-
and-childcare-settings 
 
 
 
Q: Why are you checking our DBS (Disclosure Baring Service) Enhanced Certificates? 
 
As a childcare provider we have a responsibility to ensure that employees are suitable for the role. 
 
Employers need to check the criminal record of someone applying for a role. This is known as getting 
a Disclosure and Barring Service (DBS) check.  We perform an enhanced check, which shows the same 
as a standard check plus any information held by local police that’s considered relevant to the role.   
 
These checks are to assist employers in making safer recruitment and licensing decisions, however a 
check is just one part of recruitment practice. When a check has been processed by the DBS and 
completed, the applicant will receive a DBS certificate. 
 
As your employer we should still ensure that we can have access to all the updated information 
available, to make a safer recruitment check and if applicable, a decision. 
 
Understanding the Update Service 
Employees are required as a condition of 
employment to join the ‘Update Service’.   
 
The Update Service is an online subscription that 
allows you to keep your Enhanced DBS Certificate 
up to date and allows employers to check a 
certificate online. 
 
You can join the Update Service for standard and 
enhanced checks as soon as you have your 
application form reference number. You can 
request this number when you apply for your DBS 
check. 
 
You can also join the Update Service with your 
certificate number when you receive your DBS 
certificate. If so, you must do so within 30 calendar 

https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-social-distancing-in-education-and-childcare-settings/coronavirus-covid-19-implementing-social-distancing-in-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-social-distancing-in-education-and-childcare-settings/coronavirus-covid-19-implementing-social-distancing-in-education-and-childcare-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-social-distancing-in-education-and-childcare-settings/coronavirus-covid-19-implementing-social-distancing-in-education-and-childcare-settings
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days of the ‘date of issue’ which is printed on the 
certificate. 
 
 
Join the Update Service, link:  
https://secure.crbonline.gov.uk/crsc/apply?execut
ion=e1s1 
 
Login to the Update Service, link: 
https://secure.crbonline.gov.uk/crsc/subscriber 
As an employer we can check someone’s DBS certificate status online and get a result straight away. 
By accepting employment within the ‘child workforce’, you legally understand and grant us permission 
to carry out regular  checks. 
 
If you do not remain registered with the DBS Update Service, we are unable to check and verify your 
details.  Therefore, we must take appropriate action to safeguard children in our care.  This may result 
in you being suspended or laid-off.  It is important you check your account regularly and keep your 
details up-to-date.  If your certificate and DBS Update Service account has expired, you will be required 
to pay for a new Enhanced check to be completed and re-register with the Update Service.  
 

Over the past week management has been checking and reprocessing DBS Enhanced 
Disclosures in preparation for reopening.  Details in our entrances (for the public to see) 
are being brought up-to-date. 
 
 
 

Q:  I am not registered, and I haven’t applied for a new DBS? 
 
If you have not kept your DBS up-to-date or if you have not re-registered yet, we will have no alternative 
than to lay you off until you take action.  Employees are fully aware that this is a condition of employment 
which we take seriously. We must be able to check your suitability.   
 
 
 
Q:  Why is ‘Supervision’ important in childcare? 
 
Effective supervision is integral to creating environments that are safe and responsive to the needs of 
all children. It also helps to protect children from hazards or harm that may arise from their play and 
daily routines. Supervision is an opportunity for discussing your progress, to reflect, to describe your 
findings, offer solutions, and alert your supervisor to any problems. 
 
The purpose of supervisions is to help practitioners in a constructive way improve their practice and 
address any issues. Yes, supervisions meetings can be calenderised, however always remember that 
they can also be spontaneous based on points being addressed from an observation. 
 

Whilst in lockdown we have asked employees to conduct a ‘Supervision Form’ to disclose 
any relevant matters and to bring their files up-to-date in preparation for re-opening.  It is 
a requirement of employment for us to complete Supervisions.   
 
This new procedure and format will continue as we comply with social distancing 
measures, however if we do have concerns, we may hold a meeting to gather and 
establish more information. 

 
Deadline to return all supervision forms was Friday 8th May 2020 
 
 
 
Q: What are the essential tasks that I need to do prior to returning to work? 
 
Early Learners has now completed its review of the following documents: 
 

https://secure.crbonline.gov.uk/crsc/apply?execution=e1s1
https://secure.crbonline.gov.uk/crsc/apply?execution=e1s1
https://secure.crbonline.gov.uk/crsc/subscriber
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- Employment Handbook 
- Health & Safety Handbook  

 
Digital copies of these documents will be sent via notification to all employees.  It is a 
condition of employment that you read and understand these documents.  We believe all 
employees have ample time to read these documents prior to returning to work.  
Therefore, we please ask that you make this a priority.   If applicable, employees can print 
these at their own expense.  You will be asked to sign for these documents when returning 
to work. 

 
 
 
Q: How do I update my personal information? 
 
It is important that all employees are regularly signing into the ‘StaffAdmin’ accounts.   
 
Here is the link:  https://www.staffadmin.uk/login.php?from=1 
 
Please send us a notification with any relevant 
changes and your Line Manager will update your 
information.  We want to ensure all employees 
StaffAdmin accounts are brought up-to-date. 
 
 
 
 
 
 
Q: Will the nurseries be reopening at normal opening hours? 
 
We have asked for advice from the DfE and awaiting an answer on this question.   
 
 
 
Q: Will you need to adjust my working shift pattern? 
 
Yes, we may need to review working patterns due to COVID-19 and the reopening of sectors / 
businesses as parents go back to work.   
 
We ask that employees are flexible, reasonable and be supportive based on the current situations.  In 
line with all employees contacts we ask all employees to be flexible to the needs of the business.   If 
there is a change your Manager will contact you to discuss this further.  
 
 
Q:  I am a clinically vulnerable person, how does affect me? 
 

These people should have received a letter from the NHS, their clinician or their 
GP telling them that as a result of having certain medical conditions, they are 
considered to be clinically extremely vulnerable.  Throughout this period, the 
Government will need to continue an extensive programme of shielding for this 
group while the virus continues to circulate.  Those in the clinically extremely 
vulnerable cohort will continue to be advised to shield themselves for some time 
yet, and the Government recognises the difficulties this brings for those affected. 

 
Therefore, if you have a known medical condition or pregnant you will not be asked to immediately 
return to work and should contact your doctor for additional information and guidance if you haven’t 
already.  Your safety is important to us, so we ask that you follow any relevant guidance from a medical 
professional/ body.  Please send any relevant evidence to your Line Managers.  
 
 
 
Q: I am being asked to work, but I don’t want to return, what should I do? 
 

https://www.staffadmin.uk/login.php?from=1
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It is important that you read the guidance by the government and seek advice.  If there is work available, 
you should return to work.   If you refuse to return to work you may be laid off.  You may be excluded 
from any financial support scheme as there is work available.  
 
 
Q: How will we achieve social distancing within Early Years? 
 

• Children are usually organised into small groups or classrooms within Early Years settings. 
• Wherever possible these small groups or ‘bubbles’ should not mix during the day.  Care routines 

including provision of meals, nappy changing and toileting should be within the space allocated 
to each ‘bubble’ wherever possible (bubble of age groups) 

• The use of communal internal spaces should be restricted as much as possible.  Therefore, if 
this space is being used we encourage you to find alternative areas to eat/rest.  

• Outdoor spaces should be used by different ‘bubbles’ at different times of the day. Rotating 
outside play and keeping groups of children at opposite ends of the playgrounds. 

• Distancing of beds / cots should be facilitated wherever possible. 
• Plan your classroom layout effectively to consider making areas or splitting classrooms.  
• Wherever possible staff should remain with a small group of children, the ‘bubble’ of children 

who they are allocated to and not come into contact with other groups. Using all available 
spaces and areas of the setting.   

• Emergency revisions to the EYFS have been implemented which provides some flexibility on 
ratios and qualifications to make this feasible. 

• Social distancing must be maintained during breaks. This may be achieved through a range of 
strategies including the staggering of breaks and subdivision of spaces allocated to team 
breaks where possible 

• Staff members should avoid physical contact with each other including handshakes, hugs etc. 
• Where possible, meetings and training sessions should be conducted through virtual 

conferencing and / or digital forms 
 
 
Q: What arrangement are we making to communicate with parents? 
 
Our management teams will be sending a notification to all parents and carers informing them of the 
following information:  
  
We will be: 

• Welcoming families back and telling them what has changed. Tell them what to expect on 
their children’s return, including safety practices e.g. hand washing, what to do instead of a 
hug, new physical distancing and hygiene practices in place. Reassure them that everyone is 
working closely together to ensure children are kept safe in the environment. 

• Let everyone know about new routines, physical distancing and hygiene practices you have 
introduced into the setting. Having routines, knowing how to keep healthy and adjusting to 
these, is important for the children’s wellbeing. 

• Most children will be excited about being back in their setting, re-engaging with their key 
person, friends and learning.  However, be aware of those children who are nervous about 
returning to their setting. They may be anxious due to a variety of reasons, such as: 
- leaving their parents and siblings;  
- adapting to changes;  
- fears about friendship groups and whether their friends will be present at the setting 
- Focus on 

• The children’s feelings. Help them to understand that everyone has different feelings and all 
feelings are okay. 

• The changes that are happening to protect their health, physical distancing practices and 
hygiene practices that have happened in the United Kingdom and across the world that are 
similar or different. 

 
 
 

• Fun things, or kind things they did, or noticed over the lockdown time when they were at home. 
  
With all this preparation, the children will be in great shape. Remember to be relaxed and calm, the 
children will feel excited, comfortable and ready.  
 
Parental checklist for sending children back to Early Years setting: 
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• Stay home if you or your child are sick. Children who arrive at a setting sick will be sent 
home.  A child who is ‘at-risk’ should be kept at home. 

• Do not use public transport if you or your child are sick. 
• Share responsibility - Continue to work and learn from home if you can. 
• If you are returning to work keep your group of contacts small.  Inform us of any changes 

to authorised personal in collecting your child.  Only include people that will keep you and 
them safe and well.  

• Confirm your child’s start date and attendance. 
• Confirm pick-up and drop-off times. 
• Inform us of any known medical updates or if applicable complete medical forms in 

advance. 
 
When sending your child back to an Early Years Setting good hygiene matters: 
 

• Remind your child that they will be asked to wash and dry their hands regularly; be 
encouraged to cough into their elbow; reminded not to touch their face; and asked to use 
hand sanitiser. 

• Talk to your child about why it is important that they do not share any food or drinks with 
others at their setting. 

• If asked about people wearing face masks, let your child know that some children and 
young people may choose to wear these. It might be part of their cultural practice to do so 
or to support their hygiene needs. Encourage them to respect others choices. 

• On the way to the setting explain to your child why it’s important that they must arrive 
at/leave the setting at their allotted time. 

• If you drop your child off, let them know that the arrangements to do so may be different.  
Talk to your child about these changes.  

 
Frequent asked questions by parents: 

• Will the children be going back to their usual room?   
Yes, Early Learners will be reopening all classrooms as normal. 

• Will the children be with different people?   
All of our staff are returning to work but at different stages. 

• Will the children be able to socialise with the whole/part of the group?   
Yes, age groups are separated already and children/ classrooms won’t be mixed.  

• Will their room be set up differently?  
Yes, to enforce social distancing we have moved classroom furniture to divide the 
classrooms.  However, children will still be with a known member of staff. 

• Will the children be able to access outdoor provision in the usual way?  If not, how has this 
changed?   
Yes, this will be done on a rotation basis to ensure all children can still have access to the 
outdoors.  

 
 
 
Q: If I am not asked back to work will I remain on the furlough scheme? 
 
The furlough scheme is only in place for those who cannot work.  The scheme is due to finish at the 
end of June.  We understand that the Chancellor is due to make a further announcements on the 
Coronavirus Job Retention Scheme. 
 
It is our intention to get all able workers back to work as soon as reasonable possible.  You should be 
available to work if called upon.  
 
 
 
 
Q: I have symptoms what should I do? 
 

It is vital that those who are showing symptoms, however mild, must continue to 
self-isolate at home, as now, and that the household quarantine rules continue to 
apply.  

 
The availability and speed of swab testing is available to determine whether 
suspected cases showing symptoms have COVID-19 or not. This will reduce the 
period of self-isolation for those who do not have COVID-19 and their household 
members. 



11/05/20 

 
You can apply for a test via this link if you meet the criteria or being asked to by your employer:  
https://www.gov.uk/apply-coronavirus-test 
 
 
 
Q: When will we be contact the parents? 
 
We will be contacting parents on Wednesday 13th May via notification that we are reopening on 1st 
June 2020. 
 
Our Managers will be contacting all parents from Monday 18th May to see if they will be returning for 
this date.  Managers should adjust the registers accordingly.  We understand that some parents may 
be going back to work later than 1st June therefore we are flexible to try and support their needs.  
 
We expect numbers to be lower as restrictions will still be in place for certain sectors.  
 
 
 
Q: Are we completing LearningBook when we return? 
 
Yes, all staff will be required to do observations from day one off the children returning.  
 
 
 
Q: How and when should we communicate to parents when returning? 
 
This procedure has not changed.  All Classrooms (key-workers) should continue to send a notifcation 
to parents each and every session (twice a day) providing written feedback about what the class have 
achieved during their day. This feedback is not specific to an individual child but a overall message to 
parents about what you have planned for and what you have achieved.   
 
For more details on individual observations the parents can log into their LearningBook accounts. 
 
 
 
 
 
 
 
 

A Collective Effort 
 
The threat is a collective one; the responsibility to keep everyone safe is one everyone shares. 
If the Government is to begin to adjust the social restrictions, it will require everyone to act thoughtfully 
and responsibly to keep R down, and the Government has little room for error. 
If, as restrictions are lifted, everyone chooses to act cautiously and in line with the revised guidance, R 
will remain low, the rate of transmission will decline further, and the Government can lift more 
restrictions. 
 
This effort must, however, be a shared and collective one; only a small number of new outbreaks would 
cause R to tip back above one and require the re-imposition of some restrictions. 
In judging when to adjust each restriction, the Government will be guided by the best possible evidence 
and will be, as in this document, transparent about the basis for the decision. 
 
 

Our Road Map 
Subject to Governments approval 

 
Week Co: 
11/05/20 

 
13/05/20  

Week Co: 
18/05/20 

 
22/05/20 

Week Co: 
25/05/20 

 
29/05/20 

Week Co: 
01/06/20 

Management  
preparing the 
settings for re-
opening.  All 

Nurseries deep 
cleaned.  

Today we notify 
parent that we 

will be re-
opening on 

01/06/20 and 

Management 
start to contact 

parents and 
carers to 

confirm child’s 
return date 

Returning 
parents to be 
invoiced for 

June 2020 and 
update their 

Employees are  
contacted & 

notified if they 
are being asked 
to return to work 

Registers 
brought up to 
date.  Final 

check completed 
on settings. 

All settings to 
reopen  

https://www.gov.uk/apply-coronavirus-test
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sending them 
information. 

 

ParentAdmin 
accounts 

 
 
 
 
 
 
Q: How does an employee communicate with us? 
 
Widnes: elnwidnes@outlook.com 
Runcorn: elnruncorn@outlook.com 
Middlewich: elnmiddlewich@outlook.com 
St.Helens: elnsthelens@outlook.com 
Customer Care Team: elncustomercare@outlook.com 
Hayden McCann on elnenquiries@outlook.com 
 

mailto:elnwidnes@outlook.com
mailto:elnruncorn@outlook.com
mailto:elnmiddlewich@outlook.com
mailto:elnsthelens@outlook.com
mailto:elncustomercare@outlook.com
mailto:elnenquiries@outlook.com

