WICKERSLEY KIDS CLUB

“Rotherham Childcare Champions 2010 For Inclusive
Practices”

Policies And Procedures

Reviewed in line with the “Statutory Framework for the Early Years
Foundation Stage Guidelines.
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Child Protection

Our Club believes that children have the right to be completely secure
from both the fear and reality of abuse, and we are committed to
protecting all the children in our care from harm.

First Aid

The Club will appoint a member of staff as the Child Protection Officer. This
Officer will have suitable experience, training and expertise, and will be
responsible for liaising with:

e Social Services Telephone 01709 364689

e The Local Safegaurding Children’s Unit telephone 01709
823510/822690

e Ofsted Telephone 0300 123 1231 in any child protection matter.

e Police 01142 202020

The Club’s child protection procedures comply with all relevant legislation and
other guidance or advice from the Local Safegaurding Children’s Board.

The Club is committed to reviewing its Child Protection policy and procedures
at regular intervals. The policy and its procedures will be shared with
parents/carers during their child’s settling in period.

Recognising Child Abuse

Child abuse manifests itself in a variety of different ways, some overt and
others much less so. All staff have child protection training and will be vigilant
to signs and evidence of physical, sexual and emotional abuse or neglect.
Physical Abuse: This involves hitting, shaking, throwing, burning, suffocating
or any other physical harm. Deliberately causing a child’s ill health also
constitutes physical abuse.

Sexual Abuse: This involves forcing or enticing a child to take part in sexual
activities, whether or not the child is aware of what is happening. The
activities may involve physical contact, including penetrative or non-
penetrative acts. Showing children pornographic materials, sexual activities,
or encouraging children to behave in sexually inappropriate ways also
constitutes sexual abuse.

Emotional abuse: Varying degrees of emotional abuse is present in virtually
all child protection incidents, but can also constitute abuse in its own right.
Emotional abuse involves persistent or severe emotional ill-treatment or
torture causing, or likely to cause, severe adverse effects on the emotional
stability of a child. Such behaviour may involve conveying to a child that they
are worthless, unloved, or inadequate, or making them feel unnecessarily
frightened or vulnerable.



2 Local Safegaurding Childrens Board bring together representatives of each of
the main agencies and professionals responsible for helping to protect children from
abuse and neglect in a given area. The LSCB is a multi-agency forum set up to agree
how the different services and professional groups should co-operate to safeguard
children in that area, and for making sure that arrangements work effectively to bring

about good outcomes for children.

Neglect: Neglect is the persistent failure to meet a child’s basic physical,
emotional or psychological needs, such as is likely to have a severe impact on
their health, development or emotional stability. Neglect may involve failing to
provide adequate food, shelter or clothing for a child, or failing to adequately
protect them from physical harm or ill health Neglect can also manifest itself in
a failure to meet the basic emotional needs of child.

Staff Support and Training

The Club is committed to ensuring that it meets its responsibilities in respect
of child protection through the provision of support and training to staff.
Therefore, the Club will ensure that:

* All staff, students and volunteers are carefully recruited, have verified
references and have full and up to date Criminal Record Bureau checks.

* All staff and volunteers are given a copy of the Child Protection policy during
their induction, and have its implications explained to them.

* All staff and volunteers receive regular training and supervision in child
protection issues and are provided with any relevant information and
guidance.

* All staff are provided with supervision and management support
commensurate with their responsibilities in relation to child protection, and
their requirement to maintain caring and safe relationships with children.

« All staff are aware of the main indicators of child abuse.

* All staff are aware of their statutory requirements in respect of the disclosure
or discovery of child abuse and the procedure for doing so. All students and
volunteers are instructed to report the disclosure or discovery of abuse to the
Manager.

» The Club will take appropriate action in relation to the findings of any
investigation into allegations of abuse, consistent with it's duties to protect the
safety of children and up hold fair processes for staff, students and
volunteers.



* Any member of staff, a student or volunteer under investigation for the
alleged abuse of a child, will be subject to the provisions of the Staff
Disciplinary Policy.

Safe Caring
All staff understand the Club’s child protection procedures and have had
appropriate training and guidance in the principles of safe caring. To this end:

* Every effort will be made to avoid or minimise time when members of staff,
students or volunteers are left alone with a child. If staff are alone with a child,
the door of the room should be kept open and another member of staff should
be informed.

* If a child makes inappropriate physical contact with a member of staff,
students or volunteer, this will be recorded fully in the Incident Record Book.
« Staff will never carry out a personal task for children that they can do for
themselves. Where this is essential, staff will help a child whilst being
accompanied by a colleague. Unless a child has a particular need, staff
should not accompany children into the toilet. Staff are aware that this and
other similar activities could be misconstrued.

« Staff will be mindful of how and where they touch children, given their age
and emotional understanding. Unnecessary or potentially inappropriate
physical contact will be avoided at all times.

* All allegations made by a child against a member of staff will be fully
recorded, including any actions taken, in the Incident Record Book. In the
event of there being a witness to an incident, they should sign the records to
confirm this.

Dealing With Allegations

The Club is committed to ensuring that it meets its responsibilities in respect
of child protection by treating any allegation seriously and sensitively. The
Club will not carry out any investigation itself into a suspected child abuse
incident. On discovering an allegation of abuse, the Child Protection Officer
will immediately refer the case to the local statutory child protection agencies.
Further to this, the following principles will govern any suspected or reported
case of abuse:

» Where actual or suspected abuse comes to the attention of staff, they will
report this to the Manager and the Child Protection Officer at the earliest
possible opportunity.

« Staff are encouraged and supported to trust their professional judgment and
if they suspect abuse has, or is taking place, to report this.

* Full written records of all reported incidents will be produced and maintained.
Information recorded will include full details of the alleged incident; details of
all the parties involved; any evidence or explanations offered by interested



parties; relevant dates, times and locations and any supporting information or
evidence from members of staff.

The Club will demonstrate great care in distinguishing between fact and
opinion when recording suspected incidents of child abuse.

» The Manager and the Child Protection Officer will be responsible for
ensuring that written records are dated, signed and kept confidentially.

* If an allegation of abuse is made against the Manager or the Child Protection
Officer, the Registered Person will be informed as soon as possible. They will
then assume responsibility for the situation or delegate this role to a senior
member of staff.

« Staff will ensure that all concerns and allegations are treated with sensitivity
and confidentiality.

 Any children involved in alleged incidents will be comforted and reassured.
In circumstances where a child makes an allegation or a disclosure, the
member of staff concerned will:

1 Listen fully to all the child has to say.

2 Make no observable judgement.

3 Ask open questions that encourage the child to speak in their own words.
4 Ensure the child is safe, comfortable and not left alone.

5 Make no promises that cannot be kept; such as promising not to tell
anybody what they are being told.

Staff will be made aware of the Department of Health’s booklet ‘What to do if
You're Worried A Child Is Being Abused?’ (2003), and it's recent guidance on
‘Protecting Children from Harm'.

Referring Allegations to Child Protection Agencies

If the Manager or the Child Protection Officer has reasonable grounds for
believing that a child has been — or is in grave danger of being — subject to
abuse, the following procedure will be activated:

« Contact will be made, at the earliest possible opportunity, with the local
social services department.

» The Manager or the Child Protection Officer will communicate as much
information about the allegation and related incidents as is consistent with
advice given by social services and the police.

* At all times, the safety, protection and interests of children concerned will
take precedence. The Manager and staff will work with and support
parents/carers as far as they are legally able.



» The Club will assist the social services and the police, as far as it is able,
during any investigation of abuse or neglect. This will include disclosing
written and verbal information and evidence.

* OFSTED telephone 0300 123 1231 will be informed of any allegations of

abuse against a member of staff, student or volunteer, or any abuse that is
alleged to have taken place on the premises or during a visit or outing.

This policy will be reviewed annually

This policy was updated on 24.1.11

Signed Paul Brooks (Manager)



Mission Statement

Our Club aims to:
* Provide a happy, safe, warm and stimulating environment for all children to
play, learn and develop freely.

* Help children to develop responsibility for themselves and their actions and
to become competent, confident, independent and co-operative individuals.

» Encourage children to have a positive attitude and respect for both
themselves and other people.

» Promote a positive relationship with parents/carers and work in partnership
with them to provide high quality play and care for their children.

» Offer inclusive services that are accessible to all children in the community.

» Undergo regular monitoring and evaluation of our services to ensure that the
Club continues to meet the needs of children and parents/carers.

Our Club is committed to meeting the needs of parents and carers by:
» Listening and responding to their views and concerns.

» Keeping them informed of our policies and procedures, including opening
times, fees and charges, and programmes of activities.

* Sharing and discussing their child’s achievements, experiences, progress
and friendships, along with any difficulties that may arise.
Our Club is committed to providing:

» Care and activities that put the needs and safety children first.

* A programme of activities that is interesting, educational, stimulating and
fun.

* Activities that promote each child’s social, physical, moral and intellectual
development.

*» Access to a variety of facilities and equipment under safe and supervised
conditions.

* A staff team that is experienced, well trained and properly supported.

* Services that meet the conditions of the Children’s Act 1989 and all other
relevant childcare legislation, wherever they apply.



* An environment where no child is bullied or suffers discrimination in any
form.

This policy will be reviewed annually

This policy was updated on 24.1.11

Signed Paul Brooks (Manager)



Partnership with Parents and Carers

Our Club recognises that parents/carers play the fundamental role in a
child’s development and this should be acknowledged as the basis for a
partnership between the Club and parents/carers.

The staff team is committed to working in partnership with parent/carers to
provide high quality, safe and stimulating care, learning and play opportunities
for children. The Club aims to achieve this by:

* Ensuring that parents/carers are made to feel welcome and valued in all
dealings with the Club.

* Ensuring that parents’/carers’ concerns are always listened to by the Club
whenever they are raised. The Manager will ensure that parents/carers
receive a prompt response from the Club.

* Developing a pledge to parents/carers, which outlines what they can expect
from the Club. This pledge will be given to every parent/carer when their child
starts at the Club. A copy will also be posted up in the Club’s premises.

» Making all information and records held by the Club on a child available to
their parents/carers, unless it is subject to investigation by the police or other
statutory agencies.

* Ensuring that the Club’s policies and procedures are made available to
parents/carers on request.

» Encouraging parents/carers to comment on the Club’s policies and
procedures and consulting them on a regular basis about the activities that
are planned and provided for their children.

* Ensuring that there are regular opportunities for parents/carers to meet with
staff and discuss their child’s progress and any problems that they might be
encountering.

 Ensuring that any complaints from parents/carers are dealt with swiftly and
effectively in accordance with the provisions of the Complaints Procedure

policy.

» Encouraging parents/carers to undertake supportive roles in the Club, such
as volunteering or participating in activities, visits or outings.

» Encouraging parents/carers to help in the running of the Club, including
becoming involved in its management committee where appropriate.

* Providing parents/carers with formal and, if necessary, confidential means to
comment on the work of the Club. This will include an annual satisfaction
survey.



» Keeping parents/carers up to date with any changes in the operation of the
Club, such as alterations to the opening times or fee levels.

Care, Learning and Play

The programme of activities and the atmosphere of our Club aims to
encourage confidence, independence and enjoyment. Our work has, as
its core, the aim of enabling children to develop their emotional, social,
cognitive, interpersonal and physical skills, and their desire to explore,
discover and be creative.

The Club will provide a well-planned and organised play environment that
offers children rich and stimulating experiences, alongside opportunities to
explore, experiment, plan and make decisions for themselves. The
programme of activities will recognise and take into account the differing
ages, interests, backgrounds and abilities of the children.

Activities are carefully planned to allow children to build on their natural
curiosity, advance their thinking, use their imagination and develop positive
social relationships. At all times, the Club will recognise a child’s individuality,
effort and achievement.

Wherever appropriate, children will be involved in the process of planning
activities so that the programme reflects their opinions, and so that children
feel some ownership over their Club. Such processes will be governed by the
procedures set out in the Involving and Consulting Children policy.

Staffing arrangements will provide opportunities for:
* reflection on practice.

* recognise that working with children is a complex, challenging and
demanding task and that often there are no easy answers.

* that learning is a shared process and that children learn most effectively
when, with the support of a knowledgeable and trusted adult, they are actively
involved and interested.

Staff will display flexible styles of leadership and respond appropriately to
children according to their age, understanding and needs.

Staff will support, recognise and promote achievements by all children.
The Club will provide children with a range of equipment and resources
appropriate to their age and interests, according to the provisions of the

Equipment policy.

Children will be offered access to outdoor play every day, subject to weather
conditions.



No child will ever be left unsupervised during activities at the Club.

The programme of activities will be displayed in a place that is accessible to
all children and to their parents/carers, including start and finish times.

The Manager will ensure that time is managed properly, so as to allow for
activity sessions to be evaluated.

This policy will be reviewed annually

This policy was updated on 17.1.11

Signed (Paul Brooks Manager)



Settling In

All children are unique and the amount of time that a child takes to settle
into our Club can vary enormously. Therefore, children will be given
time to settle in at their own pace, so as to make them feel welcome,
safe and confident in a new environment.

The Club strongly encourages parents/carers to visit the premises with their
children during the week before they are due to start. During this week, the
Club requires that the parents/carers concerned both complete and return the
Admission Form (See Appendix Four).

Children new to the Club will be greeted in a warm and friendly manner. They
will be introduced to all members of staff and told about any other regular
visitors to the Club.

Depending on the age and maturity of the child, the parent/carer will stay with
the child while the rules and routines are being explained. The parent/carer
will have the option of being part of the induction process if they so wish.

Children will be informed about the Clubs’ routines and the programme of
activities. They will be shown around the Club, told where they can and
cannot go, and have both registration and signing out procedures made clear.

Ground rules will be explained to the child and they will be encouraged to ask
questions and raise any concerns. The child will be told about the fire
evacuation procedure and the locations of all fire exits, according to the
provisions of the Fire Safety policy.

Parents/carers are offered the opportunity to stay with their child for a period
of time during their first week.

On their first day, children will be introduced to the other children at the Club.
The child will be allocated a ‘buddy’ who, under the supervision of a member
of staff, will show them around the Club and introduce them to the other
children. The child will then be encouraged to get to know the other children
and settle into the group.

All staff will supervise children new to the Club to ensure that they are happy
in their new surroundings. The appropriate level of such supervision will be
judged according to the child’s age, maturity and previous experiences.

Staff will ask on a regular basis how a child is feeling, what activities they
enjoy and if they are unhappy about anything. At the end of the first, second
and third weeks, the Manager will find time to talk to the child about how they
are settling in.

If it seems that a child is taking a long time to settle in, this will be discussed
with their parents/carers at the earliest opportunity. Likewise, if a parent/carer
feels that there is a problem during the settling in period, they should raise this
with a member of staff.



Staff will always be available to discuss any concerns or other issues with
parents/carers regarding their child and their attendance at the Club. If
parents/carers wish to meet with the Manager, they should make an
appointment to come in for a chat.

This policy will be reviewed annually

This policy was updated on 24.1.11

Signed Paul Brooks (Manager)



Involving and Consulting Children

Our Club, and all its members of staff, are committed to the principle of
involving and consulting children whenever decisions are made within
the Club that affect them.

The Club believes that actively promoting the participation of children in
decision-making processes is beneficial to children, staff and the Club as a
whole.

The staff will consult with children on a daily basis about:
e What activities they have enjoyed and why?
e What activities they would like to do in the future?
e The club will encourage the children to record their views either on a
display at the club or in the “Children’s Ideas Book” which will be made
available to them on a daily basis.

Admissions and Fees

Our Club is committed to providing a fair and open admission system
that offers a competitively priced and good value service. As a provider
of registered childcare, we both encourage and actively support eligible
parents/carers claiming and taking up the childcare element of the
Working Tax Credit.

Admissions

When a parent/carer contacts the Club enquiring about a place for their child,
they will be given all the relevant information they require including details of
the Admissions and Fees policy, and informed of whether there is currently a
suitable place available for their child.

If a suitable place is available the parent/carer and, where possible, the child
will be invited to visit the Club and speak to members of staff. If the
parent/carer agrees to abide by all the terms and conditions of admission,
including the level of fees and arrangements for payment, they will be asked
to complete and sign the Admissions Form (see Appendix Four) to confirm
their child’s place.

Parents/carers will also be encouraged to complete and sign the Emergency
Medical Treatment Form (see Appendix Two).

Once the admission is secure, the Manager, or a designated member of staff,
will contact the parent/carer concerned to arrange a date for the child’s first
session at the Club. At this stage, the provisions of the Settling In policy will
come into operation.

Waiting List
To ensure that admissions to the Club are offered on a fair and transparent
basis, the following procedure will apply to the management of waiting lists:



« If, on making an enquiry about a place for their child, a parent/carer is
informed that there is not currently a suitable one available, the Club’s waiting
list procedure will be explained and then activated on the parent/carer’s
behalf.

* Parents/carers will be encouraged to submit their request for a place for their
child to the Club in writing. The details of this request will be placed on the
waiting list, in the order that they are submitted.

* The waiting list will be kept and used on a ‘first come first served’ basis. The
Club will advise the parent/carer of how long they are likely to have to wait
before a suitable place becomes available. This information will only be an
estimate and will not constitute a binding guarantee from the Club.

* When a vacancy at the Club becomes available, the Manager will contact
the parent/carer whose child is suitable for the place and is highest up on the
waiting list.

« If that parent/carer still wishes to take up the place for their child, they will be
asked to complete the Admissions Form and follow the remaining steps of the
admissions procedure outlined above.

* If the parent/carer concerned no longer wishes to take up a place, the
parent/carer of the next suitable child on the list will be contacted.

Fees

The Club understands that the cost of registered childcare may seem
expensive to a parent/carer. However, providing a high quality, safe and
stimulating service for children is not cheap and to ensure the continued high
standards and sustainability of the Club, it must ask that parents/carers
respect its policy in respect of fees.

* The level of fees will be set by the Registered Person and reviewed annually
in the light of the Club’s financial position, its future strategic plans and any
other broader economic or social considerations deemed relevant

» Payment of fees should be made weekly or monthly, on an agreed day prior
to the start of the week or month in question. Individual payment
arrangements will be negotiated between the Manager and parents/carers.

» The Club will be sympathetic to requests for daily payment. Parents/carers
wishing to negotiate this or any other alteration to the standard fees policy
should arrange a meeting with the Manager at the earliest possible
opportunity.

* If the fees are not paid on time, the Club will notify the parent/carer in writing
and request payment at the earliest possible opportunity.

» The Manager has the right to issue a formal warning to the parent/carer and
inform them that continued late payment will result in their child’s place at the
Club being forfeited.



* If fees are paid persistently late or not at all with no explanation, the Club will
be forced to terminate that child’s place. Under exceptional circumstances,
the Manager may agree to allow the child to continue attending the Club for
the remainder of that week.

* Parents/carers are encouraged to speak to a member of staff or the
Manager if they have any query about the fees policy, or if, for any reason,
they are likely to have difficulty in making a payment on time. Parents/carers
are strongly advised to arrange a meeting at the earliest possible opportunity,
to avoid jeopardising their child’'s place at the Club.

This policy will be reviewed annually
This policy was updated on 24.1.11

Signed Paul Brooks (Manager)



Complaints Procedure

Our Club is committed to providing a safe, stimulating, consistent and
accessible service to children and their parents/carers. We always aim
to provide high quality services for everyone, but accept that sometimes
things do not always go to plan. In such circumstances, we want to
know so that we can put them right and learn from our mistakes.

This policy constitutes the Club’s formal Complaints Procedure. It will be
displayed on the premises at all times.

Under normal circumstances, the Manager will be responsible for managing
complaints. If a complaint is made against the Manager, the Registered
Person will conduct the investigation. All complaints made to staff will be
recorded in detail in the Incident Record Book.

Stage One

If a parent/carer has a complaint about some aspect of the Club’s activity, or
about the conduct of an individual member of staff, it will often be possible to
resolve the problem by simply speaking to the individual concerned and/or to
the Manager. As outlined in the Partnership with Parents/Carers policy, the
Club is committed to open and regular dialogue with parents/carers and the
Club welcomes all comments on its services, regardless of whether they are
positive or negative.

In the first instance, parents/carers are encouraged to speak directly to the
relevant member of staff, if deemed appropriate. If not, the Manager should
be approached and they will try to resolve the problem. If a satisfactory
resolution cannot be found, then Stage Two of the procedure will formally
come into operation.

Stage Two

If informal discussions of a complaint or problem have not produced a
satisfactory resolution to the situation, parents/carers should put their
complaint in detail and in writing to the Manager. Relevant names, dates,
evidence and any other important information on the nature of the complaint
should be included.

The Club will acknowledge receipt of the complaint as soon as possible —
within three working days at least — and fully investigate the matter within 15
working days. If there is any delay, the Club will advise the parent/carers of
this and offer an explanation. The Manager will be responsible for sending
them a full and formal response to the complaint.

If the Manager has good reason to believe that the situation has child
protection implications, they should inform the designated Child Protection
Officer and ensure that the local social services department is contacted,
according to the procedure set out in the Child Protection policy. If any party
involved in the complaint has good reason to believe that a criminal offence
has been committed, then they will contact the police.



In any major incident or accident the listed agencies should be notified as
soon as reasonably practicable but in any event within 14 days of the incident
occurring:

e Ofsted Telephone 0300 123 1231

e Safeguarding children unit Telephone 01709 823510/822690

e Early Years & Childcare Services Telephone 01709 822549

e Police 01142 202020

The formal response to the complaint from the Club will be sent to the
parent/carer concerned and copied to all relevant members of staff if
appropriate. The response will include recommendations for dealing with the
complaint and for any amendments to the Club’s policies or procedures
emerging from the investigation.

The Manager will arrange a time to meet the parent/carer concerned and any
other relevant individuals, such as members of staff, to discuss the complaint
and the Club’s response to it. The Manager will judge if it is best for all parties
to meet together or if individual meetings are more appropriate.

If at the conclusion of this process parents/carers remain dissatisfied with the
response they have received, the original complaint along with the Club’s
response will be passed to the Registered Person who will adjudicate the
case.

The Registered Person will communicate a detailed response, including any
actions to be taken, to both the Manager and the parents/carers concerned
within 15 working days.

Making a Complaint to Ofsted

Any parent/carer can, at any time, submit a complaint to Ofsted about any
aspect of registered childcare provision. Ofsted will consider and investigate
all complaints received.

Ofsted Telephone number 0300123 1231

This policy will be reviewed annually

This policy was updated on 24.1.11

Signed Paul Brooks (Manager)



Copy of poster to be displayed in club at all times

COMPLAINTS PROCEDURE
STAGE ONE

If a parent /carer has a complaint about some aspect of the clubs
activities or staff member then the co ordinator should be
informed. We always welcome comments on our service, whether
positive or negative, in order that we can improve. If asatisfactory
resolution cannot be found, then stage 2 of the procedure will
formally come into operation.

STAGE TWO
The complaint should be put into writing to:

the Manager Paul Brooks

Chestnut Cottage

Air Mount Close

Wickersley

S661AQ

Tel 07834991027

Email wickclubinfo@aim.com

The complaint will be investigated thoroughly and a written and
verbal response given within 15 working days.

Making Complaint to Ofsted

Any parent/carer can at any time, submit a complaint to Ofsted
about any aspect of our provision. Ofsted will consider and
investigate all complaints received.

Ofsted Help Line

The National Business Unit

The Royal Exchange Unit

St Ann’s Square

Manchester

M2 7LA

Complaints Telephone: 0300 123 1231
www.ofsted.gov.uk




Staffing

Our Club is committed to placing the best interests of children’s welfare,
care and development at the centre of all staffing matters.

» The Manager will arrange regular staff meetings where all staff are able to
discuss and contribute in a positive manner. The Manager should encourage
staff to contribute to the development and quality of the programme of
activities provided.

* Members of staff are expected to conduct themselves at all time in a
professional, courteous, helpful, warm and consistent manner.

* Members of staff are expected to display both knowledge and understanding
of multi-cultural issues and a commitment to treating all children as individuals
and with equal concern and respect.

» Members of staff will have regard for maintaining appropriate dress and
personal appearance for working with children and with awareness of health
and safety issues.

* Personal mobiles must be switched off and not used during working hours. If
staff do need to receive an emergency call, the person calling them should
use the main Club number.

* The Manager will ensure that space is made during the working day for staff
to take regular breaks, ensuring that no member of staff exceeds the legal
limit of six hours consecutive work without a break.

Terms and Conditions

The Club is committed to promoting family friendly employment practises to
help staff balance work and family commitments. The Club will make every
effort to be flexible with staff and to promote harmonious working relations,
through trade unions and other organisations.

The Club will work with staff and their representatives to ensure that alll
employment legislation and regulations — including Statutory Maternity Pay,
Statutory Paternity Pay, Parental Leave, Statutory Sick Pay and Working
Time Regulations — are abided by.

In return, the Club expects honesty, loyalty and diligence from its staff.
The written detail of employment contracts, including rates and levels of pay

and other terms and conditions, are the responsibility of the Registered
Person.



Qualifications, Experience and Safety Checks

The Manager and all staff (including students and volunteers) will be suitably
qualified, have relevant experience and have undergone full Criminal Records
Bureau checks.

The Club will not employ staff or volunteers that have been convicted of an
offence or have been the subject of an order that disqualifies them from
registration under regulations made under schedule 9A of the Children’s Act
1989. Criminal record checks will be updated every three years.

No person who has not received full Criminal Records Bureau checks, but
who is on the premises (such as a member of staff awaiting registration
clearance) will be left alone with a child.

The Manager will have at least an NVQ Level Three qualification appropriate
to the post, along with at least two years’ experience of working in a day care
setting.

Standards of Behaviour

Under no circumstances should any arguments or disagreements between
members of staff occur in the presence of children or parents/carers.

No smoking, alcohol or drug use is allowed on the Club’s premises.

No bullying, swearing, harassment or victimisation will be tolerated on the
Club’s premises.

Offensive behaviour such as sexist or racist language or harassment will not
be tolerated.

All staff are expected to treat everyone respectfully at all times and
inappropriate behaviour may lead to disciplinary action.

Staff to Children Ratios

The Club is conscious of the importance of maintaining adequate staff to child
ratios, ensuring that children are cared for safely and given adequate attention
and support. In all cases the minimum staffing ratio for children aged 3-7 will
be 1:8. For children aged over eight, the Club will make every effort to
maintain a ratio of staff to children of at least 1:10.

The Manager will ensure that there are always at least three members of staff
on duty at the premises at any given time.

The Manager will further ensure that suitable and sufficient contingency plans
are in place to cover emergencies, unexpected staff absences, staff breaks,
holidays and sickness.



Confidentiality

Staff have a right to privacy, as do children and their parents/carers. Personal
details should not be discussed except in exceptional circumstances.

Staff will not talk about individual incidents or the behaviour of children in front
of parents/carers and other children.

Under no circumstances should staff provide any information about children to
any branch of the media. All media enquires should be passed in the first
instance to the Manager.

(Further details of the Club’s confidentiality procedures are set out in the
Documentation and Information policy)

Absences
Staff should negotiate statutory annual leave with the Manager, in all cases
giving as much notice as possible.

If staff are unable to attend work due to illness or other medical condition, they
must contact the Manager prior to the start of the working day.

Staff should indicate why they are unable to attend work and when they
expect to return.

On returning to work, staff should complete a self-certification form for any
sickness absence.

For absences of longer than seven days, a doctor’s certificate must be
submitted.

The Manager will keep records of all sick-leave, other absences and lateness.

This policy will be reviewed annually

This policy was updated on 24.1.11

Signed Paul Brooks (Manager)



Staff Development and Training

Staff are our Club’s most valuable resource, as it is only through their
commitment and effort that good quality provision can be both
established and maintained. We are therefore committed to providing
good training and development opportunities for staff so that they are
able to perform their roles both efficiently and effectively.

The Club recognises that regular training and monitoring of professional
development is important for all staff. Staff development and training is vital
because it allows staff to keep up to date with current thinking and practice
about both play and child development issues. Additionally, well-trained and
motivated staff, a club is better able to meet the diverse and complex needs of
children within its local community.

The Club is committed to providing for staff:

* A full induction process.

* A regular system of appraisals.

* An up to date record of staff qualifications and training.

This will help to ensure that staff development needs are being met and that
staff training and qualifications are meeting the requirements of the club and
the National Standards.

Staff Inductions

New members of staff will be issued with a job description and a copy of the

Club’s policies and procedures. Staff will also undergo an induction process

during the first month of their employment and be assigned a mentor to help

them settle in.

As part of the induction, the mentor will discuss and talk through everyday
practices of the Club. These will include:

» Showing new staff around the premises, pointing out all fire exits, toilets and
areas such as the staff room, kitchen and Club office.

* Explaining staff shifts, breaks and all aspects of the day-to-day management
and running of the Club.

* Introducing the new member of staff to their colleagues, children and
parents/carers where appropriate.

* Pointing out the practical implications of the Club’s policies and practices,
including how they relate to the Club’s obligations under the National
Standards.



Staff Appraisal and supervision

The main objective of the Club’s appraisal and supervision system is to review
employees’ performance and potential, and to identify suitable and
appropriate training and development needs.

Appraisals will take the form of annual meetings between staff and the
Manager. They will be used to identify current knowledge, skills, areas for
future development and potential training needs.

Supervisions will take the form of regular monthly discussions between staff
and the Manager, and will be an opportunity for reflecting on recent
professional progress, as well as the targets set, and issues raised, during
appraisals.

The appraisal and supervision process will be used to build up a Personal
Development Plan (see below) for each member of staff.

Staff Meetings

There will be fortnightly staff meetings for problem solving, information sharing
and acknowledging work issues. These are also opportunities for staff to
reflect on their work performance and review any difficulties they may be
facing. Staff meetings will be a forum for setting objectives for the Club.

Personal Development Planning

Personal Development Planning is a continuous process to ensure that staff
needs are both identified and acted upon as they arise. It is the joint
responsibility of both the member of staff and the Manager to ensure that the
plan is kept up to date and that all decisions are followed through.

The Manager will keep a copy of this plan, but each staff member is also
encouraged to keep a copy of their own Personal Development Plan, listing
any training undertaken and additional skills gained since starting work at the
club.

Training Opportunities

The Club will do all it can to support staff who are working towards improving
their qualifications and training experience. All staff are encouraged to take up
training opportunities to expand their professional development and ensure an
up to date knowledge of childcare issues.

It is the responsibility of the Manager to identify and promote suitable training
courses for staff and strongly encourage them to take advantage of these.
Support will be given to help staff overcome any barriers to accessing such
training.

Staff will be expected to attend training courses and update skills as and
when requested by their Manager. Staff will not suffer financially for any
training that they are required to undertake.



Specific training courses in Food Hygiene, Equal Opportunities, Child
Protection, Special Educational Needs, Data Protection and Health and
Safety are obligatory and staff members must always attend such courses
when requested. It is the Manager’s responsibility to ensure that staff are kept
up-to-date with recent legislation and are suitably enrolled on any courses that
are necessary to fulfil the Club’s legal responsibilities.

Staff Disciplinary Procedures

Our Club will maintain a well motivated, highly skilled and professional
staff team. However, occasionally action will need to be taken to
encourage improvement in individual behaviour and performance.

The Club will provide a fair and consistent method of dealing with disciplinary
incidents. Our aim is always to support and encourage staff, while promoting
good employment relations.

If a member of staff is subject to disciplinary action, fair and consistent
procedures will be employed:

* The incident will be fully investigated and the facts established.

* Investigations will be non-discriminatory and apply equally to all staff
irrespective of sex, marital status, sexual preference, race or disability.

* At every stage, the member of staff concerned will be advised of the nature
of the complaint and given an explanation for any penalty imposed.

« Staff will be given the opportunity to state their case, and be accompanied
by a friend, colleague or Trade Union representative of their choice, during
any part of the disciplinary process.

« Staff will not be dismissed for a first breach of discipline except in the case of
gross misconduct (see below).

« Staff have a right to appeal against any disciplinary action taken against
them.

Investigations will be conducted by either the Manager or the Registered
Person.

The Staff Disciplinary Procedure operates as follows:

Informal Discussion

Before taking formal disciplinary action, the Manager will make every effort to
resolve the matter by informal discussions with parties concerned. Only where
this fails to bring about satisfactory improvement or outcomes will disciplinary
procedures be formally implemented.

Formal Verbal Warning
Once a formal warning has been given by the Manager, the member of staff in
question will be notified of this and given an explanation for the warning.



They will further be informed of their right of appeal. A brief note of the
warning will be kept on the Club’s records. This will be disregarded after six
months, subject to satisfactory conduct and/or performance.

Written Warning

If, following a formal verbal warning, there is insufficient improvement in
standards, or if a further incident occurs, a written warning will be issued. This
will state the reason for the warning and that, if there is no satisfactory
resolution after a further month, a final written warning will be given. A copy of
this first written warning will be kept in the Club’s records, but will be
disregarded after 12 months, subject to satisfactory conduct and/or
performance.

Final Written Warning

If the member of staff’s conduct or performance remains consistently
unsatisfactory, or if the misconduct is sufficiently serious, a final written
warning will be given making it clear that any further breach of the standards,
or other serious misconduct, may result in the employee’s dismissal. A copy
of the warning will be kept in the Club’s records, but will be disregarded after
24 months, subject to satisfactory conduct and/or performance. The warning
will state clearly that dismissal will result from a failure to comply.

In certain exceptional circumstances, a member of staff may receive a Final
Written Warning that will remain on the Club’s records indefinitely. This course
of action will follow when a member of staff has only avoided dismissal due to
extenuating or mitigating circumstances.

Gross Misconduct
If, after investigation, it is deemed that a member of staff has committed an
act of the following nature, dismissal will be the normal outcome:

» Child abuse (for further details refer to the Child Protection policy).

* Serious infringement of health and safety rules (for further details refer to the
Health and Safety policy).

* Assaulting another person
* Persistent bullying, sexual or racial harassment.
* Being unfit for work through alcohol or illegal drug use.

* Gross negligence that either causes or might cause injury, loss or damage to
persons or property.

» Theft, fraud or deliberate falsification of the Club’s documents.
* Deliberate damage to Club property.

* Being an unfit person under the terms of the Care Standards Act 2000 or the
Children’s Act 1989.



While the alleged incident of gross misconduct is being investigated, the
individual concerned is likely to be suspended, during which time normal pay
levels will prevail. Such suspension is not to be regarded as a form of
disciplinary action and will be for as short a period as possible. Any decision
to dismiss will be taken only after a full investigation.

If the staff member has been found to have committed an act of gross
misconduct, they will be dismissed without notice.

Allegations against Staff

All staff are advised to minimise time spent alone with children and be aware
of the potential risks in doing so (for further details refer to the Child Protection

policy).

If an allegation of abuse has been made against a member of staff, the
Manager will follow the procedures of the Child Protection policy

If an allegation of abuse is made against the Manager, then another
designated member of staff will report the matter directly to the Registered
Person, local Social Services department and Ofsted.

Appeals

Staff wishing to appeal against a disciplinary decision, must do so in writing
and within 15 working days of the decision being communicated. Appeals will
be dealt with as quickly as possible and within at least a further 15 days. If
possible, the Registered Person, or a senior member of staff who was not
involved in the original disciplinary action will hear the appeal and impartially
adjudicate the case.

At all stages of the procedure, the right to appeal will be confirmed as part of
the warning, suspension or dismissal letter.

This policy will be reviewed annually

This policy was updated on 24.1.11

Signed Paul Brooks (Manager)



Students and Volunteers

We believe that a placement for a student or volunteer at our Club is a
valuable opportunity to build experience while learning about working
within a childcare setting. Equally, we appreciate the positive
contribution that such committed and enthusiastic people can bring to
our Club.

However, at all times the needs of the children are paramount and therefore a
Club needs to restrict the number of students and volunteers admitted at any
particular time, in order to minimise disruption to the Club’s core activities.

The Manager is responsible for ensuring that all students and volunteers
working at the Club are suitable and that they will not detrimentally affect the
service provided for children and their parents/carers. The Manager has
overall responsibility for supervising and supporting students and volunteers
while they are at the Club.

All students and volunteers must be 16 years old or over, submit two
character referees, and have up to date Criminal Records Bureau checks
before they begin their placement at the Club.

The Manager will enter into a formal written agreement with students and
volunteers at the start of the placement agreeing hours of work, dress code
and expected behaviour within the Club. This agreement will also detail what
the student or volunteer can expect from the Club. Students and volunteers
must read, understand and sign the conditions of work before accepting or
making a commitment to voluntary work.

Students will be encouraged to discuss their individual learning needs with the
Manager when they start at the Club, and at regular intervals during their
placement.

Students required to conduct child studies beyond the Club’s normal activities
(ie: conducting a survey or a group based activity) as part of their course will
need to obtain appropriate written consent from the parents/carers of the
children concerned.

The Manager will ensure that students and volunteers undertake the full
induction process given to permanent staff, as set out in the Club’s *Staffing’

policy.

New students and volunteers will be allocated a member of staff who will have
day to day responsibility for them and their needs while at the Club.

Students and volunteers will be expected to adopt a professional manner at
all times, and work within the Club’s existing policies and procedures.

While on the placement, students and volunteers will be both allowed — and
expected — to participate in all aspects of work at the Club, unless otherwise
instructed by the Manager. Students and volunteers will attend staff meetings
and be encouraged to contribute ideas and share opinions.



Regular supervision and appraisal sessions with the Manager and the
designated member of staff will be established as a means of monitoring
progress.

Students and volunteers on placement should not be included in the staff to
children ratio.
All expenses incurred by volunteers will be paid for by the club.

This policy will be reviewed annually

This policy was updated on 24.1.11

Signed Paul Brooks (Manager)



Uncollected Children

Our Club has the highest regard for the safety of the children in our care
— from the moment they arrive to the moment that they leave.

At the end of every session, the Club will ensure that all children are collected
by a parent, carer or designated adult, in accordance with the Arrivals and
Departures policy. If for some reason a child is not collected at the end of a
session, the following procedures will be activated.

* If a parent, carer or designated adult is more than 15 minutes late in
collecting their child, the Manager will be informed.

» The Manager will call the parent, carer or designated adult, and use any
other emergency contact details available in order to try to ascertain the
cause for the delay, and how long it is likely to last. Messages will always be
left on any answerphone requesting a prompt reply.

» While waiting to be collected, the child will be supervised by at least two
members of staff who will offer them as much support and reassurance as is
necessary.

* If, after repeated attempts, no contact is made with the parent, carer or
designated adult, and a further period of 30 minutes has elapsed, the
Manager will call the local social services department for advice.

* In the event of the social services being called and responsibility for the child
being passed to a child protection agency, the Manager will attempt to leave a
further telephone message with the parent/carer or designated adults’
answerphone. Furthermore, a note will be left on the door of the Club’s
premises informing the parent, carer or designated adult of what has
happened. The note will reassure them of their child’s safety and instruct them
to contact the local social services department.

» Under no circumstances will a child be taken to the home of a member of
staff, or away from the Club’s premises unless absolutely necessary, in the
course of waiting for them to be collected at the end of a session.

* The child will remain in the care of the Club until they are collected by the
parent, carer or designated adult, or alternatively placed in the care of social
services.



* Incidents of late collection will be recorded by the Manager and discussed
with parents/carers at the earliest opportunity. Parents and carers will be
informed that persistent late collection may result in the imposition of a fine or
the loss of their child’'s place at the Club.

This policy will be reviewed annually

This policy was updated on 24.1.11

Signed Paul Brooks (Manager)



Missing Children

Our Club has the highest regard for the safety of the children in our
care. Staff will always be extremely aware of the potential for children to
go missing during sessions.

Even when all precautions are properly observed, emergencies can still arise.
Therefore members of staff will undertake periodic head counts, especially at
the transition points between sessions (in addition to the registration
procedures set out in the Arrival and Departures policy). If for any reason a
member of staff cannot account for a child’s whereabouts during a session at
the Club, the following procedure will be activated:

* The member of staff in question will inform both the Manager and the rest of
the staff team that the child is missing and a thorough search of the entire
premises will commence. The staff team will be careful not to create an
atmosphere of panic and to ensure that the other children remain safe and
adequately supervised.

* The Manager will nominate two members of staff, one male and one female,
to search the area surrounding the premises. All staff will be extra vigilant to
any potentially suspicious behaviour or persons in and around the Club.

* If after 15 minutes of thorough searching the child is still missing, the
Manager will inform the police and then the child’s parent/carer.

» While waiting for the police and the parent/carer to arrive, searches for the
child will continue. During this period, other members of staff will maintain as
normal a routine as is possible for the rest of the children at the Club.

» The Manager will be responsible for meeting the police and the missing
child’s parent/carer. The Manager will co-ordinate any actions instructed by
the police, and do all they can to comfort and reassure the parents/carers.

» Once the incident is resolved, the Manager and the staff team will review
relevant policies and procedures and implement any necessary changes
(paying particular note to the relevant provisions of the Club’s Site Security
and Risk Assessment policies).

* All incidents of children going missing from the Club will be recorded in the
Incident Record Book, and in cases where either the police or social services
have been informed, Ofsted will also be informed, as soon as is practicable.



In any major incident or accident the listed agencies should be notified as
soon as reasonably practicable but in any event within 14 days of the incident
occurring:

e Ofsted Telephone 0300 123 1231

e Safeguarding children unit Telephone 01709 823510/822690

e Early Years & Childcare Services Telephone 01709 822549
This policy will be reviewed annually

This policy was updated on 24.1.11



Documentation and Information

The Club recognises the importance of maintaining up to date and
accurate records, policies and procedures necessary to operate safely,
efficiently and in accordance with the law.

The Club is also aware of its obligations with regard to the storing and sharing
of information under the Data Protection Act 1998, and is committed to
complying with its regulations and guidance. The Manager and staff are
aware of the implications of the Data Protection Act 1998 in so far as it affects
their roles and responsibilities within the Club.

The Club is committed to a policy of openness with parents/carers with regard
to its policies and procedures and the information that the Club holds on their
child. Records and information will be made available to parents/carers on
written request unless subject to an exemption. If for any reason a request is
going to be refused, then this decision, and an explanation, will be
communicated in writing.

This policy will be reviewed annually

This policy was updated on 24.1.11

Signed Paul Brooks (Manager)



Record Keeping

Ordinarily, information kept on a child will include:

* Birth name (along with any other name the child is known by).
* Date of birth.

» Gender.

* School attended.

* Ethnic background.

* Religion.

 Languages spoken.

* Home address and telephone number(s).

* Parents or carers name.

* Parents or carers place of work and contact number(s).
» Any other emergency contact names and numbers.

» Family doctor’'s name, address and telephone number.

* Health visitor's name, address and telephone number (if applicable).

* Details of any special health issues (including a special educational needs or
physical disability statement).

* Details of any special dietary requirements, allergies and food and drink
preferences.

* Record of immunisation.
 Appropriate records of children’s progress and achievements.

» Names of people authorised by parents/carers to collect children, along with
recent photographs.

* Name(s) of who has legal contact with the child and who has parental
responsibility

Additionally, and in accordance with our policies and procedures, the following
records and information will be stored and maintained by the Club:



* An up to date record of all the staff, students and volunteers who work at the
Club, including their name; address; telephone number; Criminal Records
Bureau check; references; employment details and any other information
(such as their Personal Development Plan) accrued during their time spent
working at the Club.

» Arecord of any other individuals who reside at, or regularly visit/spend time
at the Club, including their contact details.

* The daily attendance registers, as set out in the Arrivals and Departures
policy.

» An up to date waiting list with details of all children waiting for a place at the
Club, as set out in the Documentation and Information policy.

* Records of the activities planned and implemented by the Club, including
any off-site visits and outings.

* Records of any medication being held by staff on behalf of children, along
with the signed Administration of Medication Form, in the Medication Record
Book (in accordance with the Health, Illiness and Emergency policy).

* Records of signed Emergency Medical Treatment Forms, giving parental
authorisation for staff to consent to emergency treatment for children (in
accordance with the Health, lllness and Emergency policy).

* An Inventory Record of all equipment owned or used by the Club, including
safety checks and repairs carried out, (in accordance with the Equipment

policy).

* A fully completed and up to date Accident Record Book and Incident Record
Book.

* Additionally, a regularly updated version of the admissions list will be kept off
the premises, but close by, in case of an emergency, such as a fire.
Information and records held on children will be kept in a locked file, access to
which will be restricted to the Manager and one other designated member of
staff.

The Manager has overall responsibility for the maintenance and updating of
children’s records and ensuring that they are accurate.

All required records relating to individual children are maintained and retained
for one year after children last attended the Club. This rule will be disregarded
where regulations and guidance from Ofsted or other statutory agencies
overrides it.



Notification of Changes

The Club recognises its responsibilities in keeping children, parents/carers,
staff and Ofsted informed of any changes to the running or management of
the Club that will directly affect them.

Wherever possible, if changes are to be made affected parties will be given as
much warning as possible. In the case of proposed changes that are of
considerable scope or importance, the Club will facilitate consultation with the
affected groups or individuals.

In the following cases, it is mandatory for the Club to inform Ofsted at the
earliest possible opportunity:

* Any change in members of staff and/or people living on the premises.

* Any significant change to the premises.

* Any significant change to the operational plan of the Club.

* Any allegation of abuse by a member of staff or volunteer or any abuse
which is alleged to have taken place on the premises.

* Any other significant events.

This policy will be reviewed annually

This policy was updated on 24.1.11

Signed Paul Brooks (Manager)



CONFIDENTIALITY & DATA PROTECTION
POLICY

The clubs work with children and families, which will often bring us into
contact with confidential information. To ensure that all those using and
working in the clubs can do so in confidence, we will respect confidentiality
within a framework that is designed to protect the health, safety, rights and
best interests of the child.

To meet the needs of all the children in our care it is important to share
information with parents/carers in order to support the child’s development. It
may also be necessary in some circumstances for the club to seek the help
and advice from outside professionals. If this action is taken the
parent’s/carers permission will be sought first.

All personnel information held on club members will be held securely and will
also be stored and processed in accordance with the general principles of the
1998 Data Protection Act.

All members of staff / volunteers / management committee / trustees are
required to respect the confidentiality policy.

e All children’s records will be available to the parents/carers of that
child. Relevant staff will also have appropriate access. Any
anxieties/evidence relating to a child’s personal safety will be kept in a
confidential file and will not be shared within the group except with the
necessary staff.

e The provision will create a system for the regular exchange of
information between parents/carers and staff members. Parents will be
able to share information and their views and concerns will be
acknowledged and respected. Appropriate and prompt action will be
taken on any concerns raised and a record of all complaints will be
maintained.

e Identifiable personal information will not be released to other parties
without prior permission of parents/carers except where obtaining that
consent may prejudice the best interest of the child.

e Prior, written permission will be obtained to hold personal details on
children and employees. We will declare in advance any routine
transfer of data beyond the childcare setting.

e Where any staff member feels that it would be in the best interest of a
child to disclose confidential information, they will advise the Co-
Ordinator / Manager who will decide the appropriate action to take.

o Staff will not discuss individual children other than for purposes of
planning and group management, with people other than the
parents/carers of that child.

¢ Individual children will not be discussed outside of the provision.

e Records relating to individual children will be retained for a reasonable
period of time after the children have left the provision.



e Children’s records are always available for inspection by officers from
OFSTED Early Years.

From the Information Document “As a caring organisation with direct
responsibility for children, our first concern is your child’s welfare in all its
aspects. There may therefore be occasions when we have to consult and
disclose information to other agencies before we contact Parents/Carers.
This is in particular in relation to child protection”.

Staff, students and volunteers will be advised of our confidentiality and
data protection policy and are required to respect it.

Issues surrounding employment of staff will remain confidential to
the people directly involved with making personnel decisions.

The club will consider any unauthorised disclosure of confidential
club information as a serious offence, and will take appropriate
action against anyone who breaks the confidentiality agreement.

This policy will be reviewed annually

This policy was updated on 24.1.11

Signed Paul Brooks (Manager)



Premises and Security

Site Security

Our Club is committed to providing care and learning for children in a
safe and secure environment. All staff have an individual and collective
responsibility to ensure that they have continuous regard for the safety
and security of all children at the Club.

Parents/carers are encouraged to talk to their children about the importance
of remaining safe and not leaving the Club’s premises during the session.
These messages will be reinforced by both the Club and its staff.

Safety and security procedures will be regularly reviewed by the Manager in
consultation with staff and parents/carers.

Staff and any other authorised persons who are regular visitors to the Club
will be issued with either an identity badge or clearly identifiable clothing,
which they are expected to wear them at all times while on the Club’s
premises.

Supervision

Children will not be left unsupervised at any time during activity sessions. In
the event of staff shortages, available space will be restricted to ensure that
children are adequately supervised, in accordance with the staff ratio
provisions set out in the Staffing policy.

The Manager will allocate responsibility to individual members of staff for
observing and supervising the main entrance and exit points at the beginning
and end of the session.

Visitors

The Club has a Visitors Book which is kept close to the main entrance in

which visitors must sign on arrival, alongside giving the following information:

e On the arrival at the club a visitor should be asked for some form of
identity.

* Their name.

» The date and time of their arrival.

* The reason for their visit.

* Their expected departure time.

Visitors to the Club will not be left unsupervised with children at any time.

Staff have a duty to approach any visitor on the premises who has not signed
in. They must introduce themselves and establish immediately who the visitor
is and the reason for them being on the Club’s premises. If the visitor has no

suitable reason to be on the Club’s premises, then they will be asked to leave
immediately and escorted from the premises. If the visitor repeatedly refuses

to leave, the police will be telephoned immediately.



A record will be made of any such incidents in the Incident Record Book, and
the Manager will be immediately notified.

This policy will be reviewed annually

This policy was updated on 24.1.11

Signed Paul Brooks (Manager



Arrivals and Departures

Our Club will give a warm and friendly welcome to each child on arrival
and ensure that they depart safely at the end of each session.

Admissions

It is the responsibility of the Manager to ensure that an accurate record is kept
of all children in the Club, and that any arrival or departure to and from the
premises is recorded in the register. The register will be kept in an accessible
location on the premises at all times (for exemptions to this rule, see the Visits
and Outings policy). This process will be supplemented by regular head
counts during the day.

Records of daily registers should be kept by the Club for at least one year.

Arrivals
On arrival, a member of staff will immediately record the child’s attendance in
the daily register, including the time of registration.

If the parent/carer wants their child to be given medicine during the day by a
member of staff, they must complete and sign the Administering Medication
Form (See Appendix Three). Further details of this procedure are contained in
the Club’s Health, lllness and Emergency policy.

Departures

If the child is to be collected by someone other than the parent/carer, this
must be indicated to a member of staff and recorded at the start of the
session. The adult nominated to collect a child must be one of those named
on the Admissions Form (see Appendix Four). Only adults — aged 16 years
and over — and with suitable identification, will be authorised to collect
children.

Permission and arrangements for children leaving the Club alone at the end of
a session will be a matter for discussion between the Manager and
parents/carers, based on an understanding of a child’'s age, maturity and
previous experience. Written consent for children leaving the Club alone must
be submitted to the Club before such arrangements are able to commence.
No child under the age of 8 will be allowed to leave the Club unaccompanied.

No adult other than those named on the Admissions Form will be allowed to
leave the Club with a child. In the event that someone else should arrive
without prior knowledge, the Club will telephone the parent/carer immediately.

If the parent/carer or alternative nominated adult is going to be late to collect
their child, staff must be informed of this on arrival. If the designated adult is
late in picking up their child without prior warning, the provisions of the
Uncollected Children policy will be activated.

Upon departure, the register will be marked to show that the child has left the
premises. The time of departure will also be recorded.



Absences

If a child is going to be absent from a session, parents must indicate this to
the Club in advance.

If a child is absent without explanation for more than three days concurrently,
staff will contact the parents/carers to try to ascertain the reasons behind this.

Regular absences from the Club could be an early sign and/or symptom that a
child or family may be encountering some difficulties and might need support
from the relevant statutory agencies. The Club and its staff will always try to
discover the causes of prolonged and unexplained absences.

Escorting Children between School and the Club
Where children are escorted between school premises and the Club, the
following procedures will be carried out:

The Manager will ensure that a thorough risk assessment is carried out and
regularly reviewed, according to the provisions of the Risk Assessment policy.
A contact within the school will be identified, with whom the Manager will
liase.

A clear agreement will be reached between the Club and the school about
when responsibility for children’s safety is officially transferred.

The Manager will ensure that an identical register of all children who require
escorting between locations is kept by both the school and the Club and
updated daily.

A regular meeting place for children will be established within both the school
and the Club. If the meeting place is complex, children under eight should be
escorted directly from and to classrooms and the Club’s premises.

There will always be two staff members accompanying any such group
including a member of staff at the front and one at the rear.

Staff will ensure that children are given instructions on road safety.
If a child is absent from the Club without prior warning, staff will check to see if
they attended school that day — they will not simply accept the word of other

children. If the whereabouts of the child is not clear, staff will immediately
inform the designated contact at the school and the parents/carers.

This policy will be reviewed annually

This policy was updated on 24.1.11

Signed Paul Brooks (Manager)



Visits and Outings

Our Club believes that visits and outings play an important and
enriching role in the programme of activities that we provide for
children. However, during such events, the safety of children remains
paramount.

Prior to a visit or outing, if logistically possible, a member of staff will carry out
an exploratory visit of the proposed destination so as to pre-empt any
potential difficulties.

The Manager will ensure that a thorough risk assessment has been carried
out prior to the proposed visit of an outing, according to the provisions set out
in the Risk Assessment policy. This should include consideration of the
journey and any transportation involved. If a prior visit is not possible, the
Manager will write to the venue requesting all relevant information and a risk
assessment statement where available.

The Club will make every effort to involve children in the planning of a visit or
outing. Staff will explain to children the aims and objectives of the event, along
with what is expected of them in terms of their behaviour and contribution.

Children will be talked through any potential safety hazards and told to remain
with staff at all times. Staff will explain to children what to do in an emergency,
including designating a suitable meeting point.

Parental Consent

No less than two weeks before a proposed visit or outing, the Club will send a
letter and the Visits and Outings Form (see Appendix One) to parents/carers
giving them detailed information about the proposed event. This will include a
full programme of activities, any costs involved, an outline of any journey
involved and the mode of transport being used as well as approximate arrival
and departure times.

Parental consent is needed for all off-site visits and outings. The Manager will
take a photocopy of the signed Visits and Outings Forms on the trip while the
original will be stored in the Club’s records.

Parents/carers have the absolute right to withhold consent for a proposed visit
or outing. No child who does not have a signed consent form will be allowed
to participate.

During visits and outings

On visits or outings, the staff to child ratio will be 1:8, unless all children are
over 10 in which case it can be 1:10; subject to the nature of the activity and
the risk assessment.

* Children will remain under close supervision at all times.

» The Manager will ensure that a full First Aid kit is on hand, in compliance
with the relevant provisions of the Health, lllness and Emergency policy.



» Two designated members of staff will keep mobile phones with them at all

times and their numbers will be circulated to all parents/carers in advance of
the visits and outings. These numbers will also be left at the Club in case of
an emergency.

* A register will be taken at the beginning, middle and end of the visit or
outing. Additionally, regular head counts will be taken by staff.

* A list of all members of staff and children participating in the visit or outing,
along with relevant mobile phone numbers, will be left with the member of
staff left on duty at the Club’s premises (if staff numbers allow for such a
provision).

This policy will be reviewed annually

This policy was updated on 24.1.11

Signed Paul Brooks (Manager)



Trip Location:

RISK ASSESSMENT

Outings

Bramley Grange School Playing Fields

children to wear club

Assessor(s): Paul Brooks (Manager)

Date: 12.1.11

1.What could go 2. Who might | 3. Control measures at | 4. Further action
wrong/ factors to be harmed present required (if any)
consider

1. Child left Child Register taken before
behind at the leaving club and head
club. count on the bus.

2. Child not Child Parents informed prior to
properly trip and checks made on
clothed for the arrival at club.
weather.

3. Child requires | Child Children taken to toilet
toilet on the prior to setting off.
way to the
playing fields

4. Child needs Child Keys are obtained from
toilet on school for toilet area,
arrival at prior to setting off.
school

5. Child Child Visit/ trip parental
becomesiill consent form taken with
whilst on medical consent form
outing and emergency contact

numbers. First Aid kit
taken.

6. Child suffers Child Children identified who
from travel suffer from travel
sickness sickness and seated

appropriately on bus next
to member of staff. Staff
equipped with bucket,
paper bag, disinfectant
wipes.

7. Dog fouling Chiild/Staff Field play area checked
on playing prior to use.
fields/ play
area or
broken glass

8. Child Child Sun block (Were
becomes parental consent
sunburnt obtained) applied and




9. Children
become
dehydrated

10. Children/
staff have
accident
whilst on trip

11. Playing fields
insecure
resulting in
intruder or
child going
missing

Child

Child/Staff

Child/Staf

hats to protect from heat.

Plenty of drinks taken
and children encouraged
to help themselves when
they are thirsty.

First Aid kit taken and
first aider always present
on trip. Emergency
contact numbers taken.

The playing fields fence
and gates checked to
see if secure.

The risk assessment will be reviewed yearly

Date of Review: 12/1/11

Next Review:12/1/11




