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AIMS & QUALITY OF CARE

The aim of Kidzone Child Care Services is to provide professional, high quality child care
children four years old in reception classes to the end of primary school in year six and thre
to eleven years during the holidays. Professional high quality child care should include:

Play activities.¢ KS OSY (iNB gAff LINRPDOARS | OGAQDAGAS:E g KA C
groups, ethnic, religious, social or economic background, personal development and abilitie

and will include sporting activities, board games, books, arts and crafts, television and vide

etc in different and flexible landscapes and environments. The experience should provid

the child with a relaxed, comfortable, challenging and simulating period of time.

Equal opportunity, antidiscriminatory & antibias. Should be considered, managed and
challenged in all aspects of provision from waiting lists to employment practice,
management, scheme activities, equipment and images.

Staffing. Skilled, professional, caring staff are employed and given the best possible trainin
and support. Remuneration will reflect the responsibilities of position and qualifications
gained.

Accessibility and affordabilityThe centre is open to all children within primary school life
providing places are available and at a cost parents and carers can afford withou
compromising the existing economic structure of the operation.

Responsibility of carels taken on by the scheme when the child has been collected by a
YSYOSNI 2F adlr¥FF FTNRY a0K22f ONBOSLIIAZ2Y |
building/setting with two members of staff present and the time recorded on the daily

register and stops when the child is taken into school by a member of staff (reception anc
@SN 2ySuzr 46KSy GKS OKAtR fSIF@Sa YARI2yS | 0dzA
GKSANI LI NBy(iakOFNBNA TFTNRBY YARI 2ySQa o6dzAf Ay3adka
register during term time. During holidays care begins when the child enters the building/

setting and the time recorded on the daily register and ends when the child is collected by |

designated person and the time is recorded on the daily register. Children are delivered t

schools off site and collected from schools off site as required.

AU
(04
w

Registration./ KAt RNBY @¢gAff 06S NBIAAZAGSNBR i (K
community and on a daily basis as access is used. Numbers and staff ratios must conform
registration requirements which is one adult to eight children.
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Catering.The centre will provide nutritious snacks and ensure that prepared food is brought
in when required.

Parents and relationshipsBuilt up between the staff members and parents should be of a
consistant and close nature, developing trust and confidence. Parents should be allowed t
offer observation and preferences on all aspects of the centre in line with the early years
foundation stage and equal opportunities policy.

Page3 of 47
Created on 02/11/2005 12:22 PM



Kidzone Child Care Policies and Procedures
SAFEGUARDINGID CHILD PROTEQVYIPOLICY

INTRODUCTION

Kidzone Child Care Services fully recognizes the responsibility to have arrangements in place to
safeguard and promote the welfare of children.

Through their dayto-day contact with children and direct work with families, staff at all the centers
have a crucial role to play in noticing indicators of possible abuse or neglect and referring them to
Social Care (Designated Person for Child Protection to refer).

Thispolicy sets out how the club discharges its statutory responsibilities relating to safeguarding
and promoting the welfare of children who attend the club.

There are four main elements to our policy:

PREVENTIOMrough the support offered to children and the creation and maintenance of a
community protective ethos.

PROCEDURES identifying and reporting cases, or suspected cases, of abuse.

SUPPORT TO CHILDRIEBN may have been abused.

PREVENTING UNSUITABLE PEOPLE WORKING WITH CHILDREN

Our policy applies to all staff, paid and unpaid, working in the center including volunteers.
Concerned parents may also contact the centers and it's Designated Person for Child Protection.
PREVENTION

We recognise that high sedisteem, confidence, supportive friends and good lines of
communication with a trusted adult help to protect children.

The centers will therefore:

establish and maintain an environment where children feel secure and are encouraged to talk, and
are actively listened to;

ensure children know that there are adults in the setting whom they can approach if they are
worried or in difficulty;

2.0 PROCEDURES

We will follow Cambridgeshire Local Safeguarding Children Board procedures, which can be
I 00SaaSR 2yt AySo I 021l 2F W2KI G UbafouR AT &2 dzQN
in all centers, notice board in the office at Alderman Jacobs Centre, filing cabinet at Park Lane
Centre and Wisbech center.

F [ { /brinQ 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 isagienaliti
forum set up to agree how the different services and professional groups sheaperede to safe-

guard children in that area, and for making sure that arrangements work effectively to bring about
good outcomes for children.

The Designated Person for Child Protection for Kidzone Child Care Services is Karen Burrill

The following members of staff have also received the Designated Person training:

Stephen Burrill

The club will:

ensure it has a designated person for child protection is available at every session, who has
undertaken, as a minimum, the 2 day child protection training course;

ensure this training is updated every three years;

recognise the importance of the role of the designated person and ensure s/he has the time and
training to undertake her/his duties;

ensure there are contingency arrangements should the designated person not be avitaditieer

trained person will be on site);Hayley Bass, Carol Henderson, Katie Hustler, Janet Cross,

ensure that the designated person will take advice from a child protection specialist when
YIEylF3Aay3a O02YLX SE OlFLasSao 0¢KS RS&aA3IylFIGiSR LISNEZ2Y
tions. The emergency duty team (out of hours) is also available).
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The Role of Club Staff and the Management
The management will ensure every member of staff knows:
the name of the designated person and her/his role;
how to pass on and record concerns about a child;
that they have an individual responsibility for referring child protection concerns using the proper
channels and within the timescales set out in LSCB procedures;
The management will provide training for all staff from the point of their induction, and ensure that
it is updated every three years at a minimum, so that they know:

their personal responsibility,

the local procedures,

the need to be vigilant in identifying cases of abuse,

how to support and respond to a child who tells of abuse.
The mamngement will ensure that all staff, paid and unpaid, recognise their duty and feel able to
raise concerns about poor or unsafe practice in regard to children and that such concerns are
addressed sensitively and effectively in a timely manner in accordance with agreed olostliag
policies.
Liaison with Other Agencies
The centers will work to develop effective links with relevant agencies araperate as required
with their enquiries regarding child protection matters including attendance and written reports at
child protection conferences and core groups.

Record Keeping
The centers will keep clear detailed written records of concerns about children using the logging a
concern form (noting the date, event and action taken), even where there is no need to refer the
matter to Social Care immediately;
The management and staff will ensure all records are kept secure and in locked locations.
Confidentiality and information sharing

Staff will ensure confidentiality protocols are adhered to and information is shared
appropriately. If in any doubt about confidentiality, staff will seek advice from Karen Burrill or
Stephen Burrill or Social Care Team as required.
The designated person will disclose any information about a child to other members of staff on
a need to know basis only.
All staff must be aware that they have a professional responsibility to share information with other
agencies in order to safeguard children.
All staff must be clear with children that they cannot promise to keep secrets.
Communication with Parents
The club will:
undertake appropriate discussion with parents prior to involvement of another ageéndess the
circumstances will put the child at further risk of harm).
ensurethat parents have an understanding of the responsibility placed on the club and staff for
OKAfR LINRPGOSOGA2Y o0& aSOdAay3a 2dzi AGa 20tA3ILdA2Y A
SUPPORTING THE CHILD AT RISK
Kidzonerecognisehat children who are abused or witness violence may find it difficult to
develop a sense of self worth and, trust those around them. They may feel helplessness,
humiliation and some sense of séliame.
Kidzone recognise that some children actually adopt abusive behaviours and that these children
must be referred on for appropriate support and intervention.
The centers will endeavour to support the child through:
activities to encourage sedfsteem and selfotivation,
the centers ethos that actively promotes a positive, supportive and secure environment and values
people.
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Need and in Need of

Protection can be accessed from the LSCB websitevat.cambslsch.org.uk

the center's behaviour policy is aimed at supporting vulnerable children. All staff will agree on a
consistent approach, which focuses on the behaviour of the child but does not damage the child's

sense of self worth. The club will ensure that the child knows that some behaviour is unacceptable

but s/he is valued and not to be blamed for any abuse which has occurred;

liaison with other agencies which support the child such as Social Care, and the Locality Teams; a
commitment to develop productive and supportive relationships with parents; recognition that

children living in a home environment where there is domestic violence, drug or alcohol abuse are

@dzt YSNI6fS YR Ay YySSR 2F adzZlLR2 NI FyR LINRPGSOGAZ2
records and notifying Social Ca® soon as there is a recurrence of a concern.

Drug Use and Child Protection

The discovery that a young person is using illegal drugs or reported evidence of their drug use

is not necessarily sufficient in itself to initiate child protection proceedings but the centers will
consider such action in the following situations:

When there is evidence or reasonable cause:

G2 0StASO®S (KS @e2dzy3 LISNE2Y QA RNHA YAiadasS Yle O
such as sexual abuse;

to believe the young person's drug related behaviour is a result of abusing or endangering pressure

or incentives from others, particularly adults;

where the misuse is suspected of being prompted by serious parent/ carer drug misuse.

Children of Drug Using Parents

Further enquiries and or further action will be taken when the club receives reliable information
o2dzi RNHzZZ FyR | fO2K2f | 06dzaS o0& | OKAfRQ&a LI NByl(
the parental misuse is regarded as problematic (i.e. multiple drug use including injection);

a chaotic and unpredictable home environment exists which can be attributed to

drug or alcohol misuse;

children are not being provided with acceptable or consistent levels of social and

health care;

children are exposed to criminal behaviour.

PREVENTING UNSUITABLE PEOPLE FROM WORKING WITH CHILDREN

The management will operate safe recruitment practices including ensuring enhanced CRB and
reference checks are undertaken

The management or whistle blower will immediately consult with the Local Authority Designated

Officer (LADO) in the event of an allegation being made against a member of staff or volunteer. The

LADO will advise if other external/internal agencies (e.g. police) should be informed, and we will act

upon the advice given to ensure that any investigation is not jeopardised. The club will notify

Ofsted of a significant incident, which includes any allegation against a staff member.

¢tKS OSYyiGuSNBR g¢Aff F2fft2¢6 W DAZARIYOS G2 alyl3Axy3a |
FYR [221Ay3 ! FOGSNI /KAt RNBY Ay 9FNIeée ,SINB |yR /K
The management will ensure that all staff, paid and unpaid, are aware of the need for maintaining
appropriate and professional boundaries in their relationships with children and parents, including

specific reference to social networking sites on the web which are public domain and that if
confidentiality is compromised in any form about children, staff or the business it will be considered

as gross misconduct and result in instant suspension pending an investigation and/or dismissal.

Staff are not to provide children or parents with personal phone numbers or offer care outside of
working hours unless it is approved by the management. The staff will receive guidance as part of
Induction about how to communicate and create appropriate professional boundaries with disabled

and vulnerable children.
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OTHER RELATED POLICIES

Anti-Bullying

Our policy on antbullying is set out in a separate document and is reviewed annually. Kidzone ex-
pect staff to acknowledge that to allow or condone bullying constitutes a lack of duty of care. This
may be subject to investigation under child protection procedures and action taken depending on
advice sort.

Racist Incidents

Our policy on racist incidents is set out in a separate document and is reviewed annually. The cen-
ters records racist incidents. We acknowledge that repeated racist incidents or a single serious
incident may lead to consideration under child protection procedures.

Health and Safety

Our Health and Safety policy, set out in a separate document, is reviewed annually. It reflects the
consideration we give to the protection of our children both within the centers environment and
when away from the centers when undertaking trips and visits.

Children with Special Needs

The centers recognise that, statistically, children with behavioural difficulties and disabilities are
most vulnerable to abuse. Staff who deal with children with complex and multiple disabilities and/
or emotional and behavioural problems should be particularly sensitive to signs of.abuse

When the centers has children with emotional and behavioural difficulties or challenging behav-
iours, the management will support staff to decide appropriate strategies that will reduce anxiety
for the individual child and raise sedfsteem as part of an overall behaviour support plan agreed
with parents.

We are aware that children who may have communication difficulties are vulnerable to abuse
because they are unable to express themselves to others. such children will often exhibit changes
in behaviours or signs and symptoms of abuse recognised by staff with a good knowledge of the
child.

Where necessary, the management will provide additional training to staff to use Makaton, PECS or
other communication systems.

He management promote high standards of practice, including ensuring that disabled children know
how to raise concerns, and have access to a range of adults with whom they can communicate.
Staff will receive appropriate training in relation to Intimate Ca&taff will never carry out intimate
OFNB F2NJ I OKAfR AF GKS&@ Oly R2 Al F2NI 0KSyaSt ¢
intimate care plan. Unless a child has a particular need, staff should not accompany children into
the toilet cubicle. *See intimate care policy.

Useful Numbers:

Social Care: 0345 045 5203

Ofsted 08456 404040

LADO (Local Authority Designated Officer) 01480 372&%dpline

Or:

Katherine.Jeary@cambridgeshire.gov.uk1480 372442
Rebecca.Boswell@cambridgeshire.qov0id480 372646

LSCB (Local Safeguarding Children Beard).cambslscb.org.ul01480 376699
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INVOLVING AND CONSUNG CHILDREN

Kidzone, 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.

YART 2y SQa O2YYAUYSyld G2 Ay@2t @Ay3a yR O2yadz# GAy
provisions set out in Articles 12 and 13 of the United Nations Convention on the Rights of the Child,

which a copy of can be found in each centre and copied for information. These state that:

I OKAfRQ&a 2LIAYA2Y akKz2dZ R 0SS Gl 1Sy Ayid2 I002dzyi
information disseminated in a way that enables them to make choices and decisions. And with the
development of Participation Charter which states

Participation is a right

The United Nations Convention on the Rights of the Child states that any child or young person has
a right to express their views and have them given due weight in decisions affecting them, in accor-
dance with their age and maturity. Participation is not a privilege and it does not have to be
earned; rather, it values children and young people as citizens in their own right. The UK has rati-
fied the convention, and increasingly public services are required by law to take seriously the wishes
and feelings of children

For children, involvement and consultation helps them to develop new skills such as negotiating,
sharing and understanding the perspectives of others. It helps them to understand how decisions
are made, and recognises that their opinions are important.

There are multiple benefits of such an approach such as a relationship with children based on part-
nership, a more cohesive environment and activities and decisions that children feel a sense of
ownership over, that leads to an improved over all higher standard of behaviour.

All children that attend the club will be listened to and consulted actively. This will take a number
of forms, including:

Listening to what they say in speech and other forms of communication.

Observing body language and behaviour.

Drama and roleplay.

Through play and creative expression and the use of visual aids.

Via regular group based discussions and Q & A sessions.

Questionnaires and other regular feedback on activities.

Notice boards that display important information about activities at the Club.

wS3dzt  NJ OKAf RNByQa YSSiAy3as o0SisSSy OKAfRNBY |
other relevant topics.

Age, maturity and the type of decision being made will determine the extent and nature of chil-
RNByQa Ay@2ft gSYSyildo 1 26SOSNE GKS SYLKIaAa aKzdz
dren.

We undertake to ensure that children have the opportunity to make decisions and or participate in
as a minimum in the following areas

= =4 =4 =4 -4 -4 =9

Choosing the type of snacks available
Choosing how, when and where they have their snack
Being involved with the preparation of snack
Involved with choosing new toys/ equipment/resources
Involved with the actual purchase of toys/equipment/resources
Choosing to play inside / outside when they want to
Choosing the venue on excursions
Involved with developing club rules
| 2YyGNRO0dziS (2 ySg OKAtRNBYQa AYRdAZOGA2YykogSt C
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Contribution to the clubs newsletters
Assisting with designing publicity posters
Assisting with the evaluation of fire drills
Involved with the recruitment of new staff

Consultation and involvement will be regularly monitored and acted upon so that children are able
to see that their input has led to visible outcomes. Kidzone and its staff will also be clear about what
decisions children will be involved in and attempt to offer clear explanations if and when
consultation and involvement is deemed inappropriate.

The club and its staff are committed to working towards achieving level 10 on Harts ladder.

2 K| 1 Q& A diHaftsfLddder 6 2 dzi
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Children and young people in charge!
Young people lead with help from others
Joint decision making

Consultation

Invitation

Tokenism

Decoration

Manipulation

Adults rule kindly

PN W A~ OO0 N 0 ©

Adults rule!

I F NGIQa fFRRSNJ Aa GKS &adGFyRINR FTNI YSg2N] T2N
LI NOAOALN GA2Y ® LOQ& LINPINBaaA@dSsy SyoO2dz2Ny 3Ay3a
distinctions are sharp, supporting us to separate our aspirations from our actual achievements. By

way of example, much of what gets called consultation is more properly described as invitation,

where children and young people are invited to contribute their opinions, but the opinions
GKSYasSt @gSa INByQd NBIffe& dzaSR 2NJ NETFt SOGSR 2y o
where what the young people say is written up and published in glossy formagzording
a2YSUKAYy3a R2SayQi ltglrea Slda GdS G2 O2yaARSNARyYy3 A
Kidzone will when offered contribution from children, show and record steps that progess
GO2yadzZ G GA2YyE G2 &/ KAftRNBY I|yR ,2dzy3a tS2L}XS L
contribution could be not actioned.
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EARLY YEARS FOUNDATETAGE (EYFS) POLICY

The EYFS is a single pack that replaces the current Curriculum Guidance for the Foundation Stage,
CANIGK (2 ¢KNBS alGGSNAR CNYYS62N)] YR GKS bl GA:
Childminding (including Out of School Care).

Kidzone acknowledges that all settings working with children aged from birth to the end of the
Reception year (the year in which the child turns five) will have to work with the EYFS, and will
therefore ensure that all staff will be familiar with it.

Key points to consider

EYFS children will be identified at point of registration.

9F OK OKAftRQAa YIAY 9, C{ LINPOARSNI gAff 0SS ARSYyGA
Kidzone will have a designated person responsible for implementing EYFS, an-B\t&t0o

Staff will undertake any relevant EYFS training

Parental consent to share information will be gained, where necessary

t I NByiak OFINBNER g¢gAff KI@FS | O0O0Saa G2 GKSANI OKAfRQ
All staff are aware of who the EYFS children are

Staff will have a basic regard of EYFS when planning play opportunities

Kidzone will still continue to facilitate all of the play principles and ensure that children still

choose how they spend their time at the Club and are never made to participate

1 Kidzone will continue to provide an inclusive service to all children and families attending the

setting

The club is aware that a key element of the EYFS framework is information sharing and
O2YYdzyAOF A2y 0SisSSy GKS OKAfRQa 1S862N] SNE aOF
to the Information Sharing Pack so understand the legal position of sharing information, and Kid-

zone realises that it is important to arrange to meet with the schools that we work with to discuss

the requirements of the EYFS and agree what types of information can be shared and how it will be
shared.

=4 =4 =8 =4 -4 -8 -84

Areas of Learning and Development

The EYFS is made up of 6 Areas of Learning and Development, all of which are connected to one
another and are equally important. All Areas of Learning and Development are underpinned by the
Principles of the EYFS. The Areas of Learning and Development are:

1 Personal, Social and Emotional Development (PSED)

1 Communication, Language and Literacy (CLL)

1 Problem Solving, Reasoning and Numeracy (PSRN)

1 Knowledge and Understanding of the World (KUW)

9 Physical Development (PD)

1 Creative Development (CD).

Each area has several Aspects, details of which can be found on card 4.4 of the EYFS Framework.
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ADMINISTRATION POLICY & PROCEDURE

Records of children, staff, health and safety checks, fire drills, and visits will be kept and filed in the
correct and appropriate systems.

The records of children will include the following information held on two forms, a booking/
registration form and registration consent form.

Name of child

Date of birth

Name of parent/guardian/carer

Address of parent/guardian/carer

Emergency contact address, telephone numbers and person/s

Any special dietary or medical needs

Name and telephone number of general practitioner

Consent to emergency anaesthetic and medical care when parent or guardian are
unavailable

Names of person/s authorised to collect the child

Immunisations and vaccinations

Additional information that might be relevant to the health and safety of the child or centre
School attended

Contract of child care

The records of staff will include the following information.

Name of employee

Date of birth

Address

Emergency contact address, telephone number and next of kin

Consent to emergency medical care.

Additional information
Documents of a personal nature will be stored in a lockable cabinet, used only by staff entitled to
use it or have received permission from management, retained until the person is no longer a
member of the Kidzone communities and then destroyed by shredding. Certain documents will be
retained for as long as is required to satisfy legal requirements. Documents pertaining to individuals
can be viewed on request providing the correct authorisation is in place in accordance with the
Data Protection Act 1998

The records of health and safety, fire drills, visits will include some or all of the following
information.

Name of employee completing the information

Date of completion

Information given or requested.

To whom the information was passed on to (direct manager)
Action taken to satisfy information given

Pagellof 47
Created on 02/11/2005 12:22 PM



Kidzone Child Care Policies and Procedures

Attendances records must be completed each day to show time of arrival and entered by the
playworker and show the time of departure entered by the parent/carer collecting the child and

signed by the parent and carer at the point of collection, at all times the register must be com-
plete for emergency procedures. Parent/carers must sign out their child when collected in the

SPSyAy3a (2 SylotS GKS aSdday3a (2 LI aa 2y AyTF2NXY

required. Children are to be collected at or before the time stated on your bookings forms. If a
child is to be collected late, please let the centre know as soon as possible on 01733 206880(AJS),
01733 208612(PLS) and 07521 794690 (Wisbech).

A charge of £5.00 for ever fifteen minutes will be added after 6:00pm at our discretion to cover
extra staff costs. If by 7:00pm no contact has been made with us by the parent/carer Social
Services will be notified.

Accidents must be recorded on individual accident forms and signed by the parent or guardian
0ST2NBE GKS OKAfR Aa 3IAQGSY 20SNI G2 GKSANI OF NB

Fire drills will be held at regular intervals, a record of the fire drills will be kept including the date,
the time, number of children, number of staff, time taken to complete drill from the alarm being

raised to the completion of the register and the senior management present to complete the
records.

All forms for children must be completed before the child is to start using the centre; the forms
include a booking/registration form, a registration consent form and a medical consent form if
required.

It is the parent or carer responsibility to escort their children into and away from the centre
safely.

by F

5dzZNAy 3 GSN¥Y GAYS YSYOSNI 2F tIFN)] [FyS FYyR ' £ RS

arranged pick up point for the younger members of the centr® (dear old). The older children

will make their own way to the centre, we will give the children a 15 minute slot in which to leave
their class collect their belongings and walk to the centre to register in. If we have had no prior
communication from the parent to say the child will not be in, we will start to investigate the
reason the child is missing. We will attempt to contact the parent to discover if the child is off
school. We will contact the school to find out if the child was collected or if they left of their own
accord. Children from New Road School will be met at the reception area and transported via car
or minibus to the Alderman Jacobs Centre.

¢KS {AGOKSY FNBF Aa 2dzi 2F o2dzyRa G2 Fftf GKS
staff. The children will be offered various foods in the morning and various foods after school.
This is only a snack to see the children though to their next meal, it is not their breakfast or
evening meal. The spreads my contain traces of nuts, we must be informed in writing if you child
has any reaction to such items. Please see registration forms.
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ACCESS POLICY

2S gAff G ff GAYSA RdAZNAYy3I GKS 2LISNI A2y 2F (K¢
and antidiscriminatory policies. Equal opportunities and adigcriminatory practice will be

reflected throughout these policies and procedures and reviewed at regular intervals to ensure we

are not being discriminative and address issues raised.

Access to the centres facilities are available to all members of the local community providing there
is a place within the registered number of child care places specified by OFSTED.

Places are offered to the families of the Alderman Jacobs school from our Alderman Jacobs Centre,
the Park Lane school from our Park Lane Centre, the New Road school and Sir Harry Smith
Community College in that order. The Wisbech holiday setting will be offered on a first come first
serve basis.

We will endeavour to reflect the communities of the town and within the schools ensuring when-

ever possible to have a percentage of children in proportion to size of schools, ethnic minorities and
children with specific needs however this is dependant on the families that wish to access the
OSYGNB IyR t23Aa0GA0a 2F GNIXyaLRNIFGA2yTZT GKS | 0A
landscape to suit specific requirements and the needs of the individual.

Places for children with specific needs will be dependant on the facilities ability to cope with their
O2YyRAGAZ2Y FYyRk2NJ GKS oAftAdGe 2F GKS OSyaGNB G2 |
whilst the child is in the care of the setting, acceptable to the child, parents/carers, the centre
attended and any statutory bodies involved who would regulate standards. Places for children with
specific needs will be assessed at initial contact and a plan of action to be scheduled in conjunction
GAUK GKS OKAftRQ& LI NBy(iakOFNBNE 9, C{ LINIOGAGAZ2Y
will only occupy their place when recommendations and regulations have been met. If a child with
specific needs is awaiting a place due to regulations and it becomes the last place of that session it

will be retained for the child free of charge until regulations are met.

Providing places are available when requested, occupation of the place can be immediate, if
occupation can not be immediate and the place is the last in that session a retaining fee will be
charged at 50% of the session price. Should a place be unavailable during a session then the child
will be added to the waiting list until a place becomes available or the family no longer require the
place.

If the siblings of a child are already occupying a place in a centre they will have priority over the
waiting list and be offered a place at the top of the waiting list to ensure continuity for the family
and setting. Families and children on the waiting list will be offered places in chronological order.
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INDUCTION FOR NEW CHILDREN

Parents and children will be invited to spend time at the centre prior to commencing enrolment in
the centre. Parents and children are given the opportunity to discuss the role and facilities of the
centre and are made aware of the policies and procedures. If the parent request information in
written form then it will be given i.e. policies and procedures, brochure.

A playworker/ key worker will be assigned to child/children when they first experience the centre

and integrate the child with other children of similar age and ability who are already accessing the
aSiGAy3a FTYR AlGQa OGABGAGASAI LINBPGARAY3I GKS ySg
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the child with the different areas of the centre and the rules that have been developed for it. The
playworkers will help with coats and bags, toileting, and general safety. For the youngest members

of the centre a dedicate playworker will assist the child for a minimum of one/two weeks or until

the child is confident enough to play with his/her peers. If the playworker has concerns about a

child in the first couple of weeks then the director of Kidzone will be informed and any action taken

gAff RSLISYR 2y (KS LINBPLINAS(I2NRA RSOAA&AA2Y D

The key worker will introduce the child/children and other workers present in a manner appropriate
i2 GKS OKAfRQa F3ISo
The key worker will show the child/children the equipment, games and toys that are available and

the correct use of the equipment to ensure safety is always maintained.

The key worker will explain the food and feeding arrangements of the club and check for any likes
or dislikes the child/children might have which should have been identified on the registration
consent form.

The key workers will in the first instance report any problems or concerns with the manager or
proprietor.
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Kidzone Child Care Policies and Procedures

BEHAVIOUR MANAGEMENT (INCLUDING BULLYING)

Kidzone recognises the importance of positive and effective behaviour management strategies in
LINEY20GAY3 OKAfRNBYyQa 6StFINS:ET fSFENYAya FyR Sya2e
The aims of our Behaviour Management policy are to help children to:

9 Develop a sense of caring and respect for one another

9 Build caring and coperative relationships with other children and adults

1 Develop a range of social skills and help them learn what constitutes acceptable behaviour

Develop confidence, seffiscipline and selesteem in an atmosphere of mutual respect and
encouragement.

Behaviour Management Strategies

Kidzone, the Management and the staff will manage behaviour according to clear, consistent and
positive strategies. Parents/carers are encouraged to contribute to these strategies, raising any
concerns or suggestions.

Behaviour management in the Club will be structured around the following principles:

T {GFFF YR OKAfRNBY gAff g2N] G23SGKSN) G2 Sadt
behaviour in the Club. These will be periodically reviewed so that new children have a say in how
GKS NYz S& 2F (GKS /tdzo 2LISNI (So t I NByGak OF NBN&
encourage unity and consistency
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1 Positive behaviour will be reinforced with praise and encouragement

1 Challenging behaviour will be addressed in a calm but assertive manner. In the first instance,

staff willtrytoreRA NB Ol OKAf RNSyQa SySNHASa o6& 2FFSNAy3I i
will be open in stating and explaining noegotiable issues

1 When dealing with challenging behaviour, staff will always communicate in a clear, calm and
positive manner. For those children who need support in order to behave in an appropriate
manner, staff will investigate strategies and offer consistent care whilst at the club

i Staff and parent/ carers will make every effort to set a positive example to children by behaving

in a friendly and tolerant manner themselves, promoting an atmosphere where children and adults
respect and value one another

i Staff and parent/ carers will avoid shouting in the centres, unless it is required to stop unsafe,
unwanted behaviour immediately.

1 Staff will facilitate regular and open discussions with children about their behaviour. This will

help them to understand the inappropriate aspects of their behaviour and enable them to have

their say and be helped to think through the causes and effects of their actions

9 Staff will work as a team by discussing incidents and resolving to act collectively and
consistently

9 Staff will try to discuss concerns confidentially with parents/carers at the earliest possible op-
portunity in an attempt to help identify the causes of inappropriate behaviour and share strategies

for dealing with it.

Children who experience bullying, racism or other unacceptable behaviour will be given the
confidence to speak out

9 Staff will encourage and facilitate mediation between children to try to resolve conflicts by
discussion and negotiation

The play space will be well resourced and planned to meet the needs of the children and young

people and therefore offering a variety of play opportunities
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DEALING WITH INAPPRRIATE BEHAVIOUR
2 KSy O2yFTNRYOSR 4AGK yS3IFGIAOS 0SKIFGA2dzNE adl ¥F
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interventions, staff will often be able to fengage a child in purposeful activity.
W5 XA ANHZLIG A BSQ o06SKIF@PA2dzNJ RSaAONRGSa | OKAfR @¢K2as

themselves. Staff will collectively discuss incidents and agree on the best way to deal with them.
WYy OOSLIilof SQ 0 $éegbtigolehdtins andbrita$ INGudeldigcringirigry remarks,
violence, bullying or destruction of equipment. Staff will be clear that consequences will follow
from such behaviour, including in the first instance, temporarily removing a child from the activity
session.

When an incidence of inappropriate behaviour occurs, staff will listen to the child or children
concerned and hear their reasons for their actions. Staff will then explain to the child or children
what was unacceptable about their behaviour and that such actions have consequences for both
themselves and for other people.

Staff will make every attempt to ensure that children understand what is being said to them.
Children will always be given the opportunity to make amends for their behaviour and, unless it is
judged inappropriate, be able to rejoin the activity. Consideration will be given to the child or
@2dzy3 LISNEA2Y Q& AYRADGARdAzZrf ySSRao® OOBSNE STF2NI ¢
manner in order to assist in an improvement in behaviours.

Children who need help in order to behave in an appropriate manner will be given support and
consistent strategies to address the matter and care plans created. Staff will seek appropriate
training in order to reflect upon the triggers and effects for some children who find some aspects of
the play environment stressful.

In the event that unacceptable behaviour persists, more serious actions may have to be taken, in
accordance with the Suspensions and Exclusions policy. At all times, children will have explained to
them the potential consequences of their actions.

It is recognised that an incident of unacceptable behaviour is a stressful situation for staff and
children alike. However, staff will be aware that there is also a need to be mindful of confidentiality
YR gAff 2yfteé RA&aOdzaada adzOK AYyOARSyiGa 2y I+ WySSR
possible abuse, child protection procedures will be followed.

The Use of Physical Interventions

Physical intervention may be recognised as part of an Individual care plan and training will be
sought.

Staff will use physical interventions only as a last resort and only then if they have reasonable
grounds for believing that immediate action is necessary to prevent a child from significantly
injuring themselves or others or to prevent serious damage to property.

Before reaching this stage, staff will have used all possiblephgsical actions, such as dialogue
and diversion, to deal with the behaviour. The child or children concerned will be warned verbally
that physical intervention will be used if they do not stop.

A dialogue will be maintained with the child or children at all times, so that the member of staff can
explain what they are doing and why they are doing it. Staff will make every effort to avoid the use
of physical interventions if they are alone with the child or children. Only the minimum force
necessary to prevent injury or damage should be applied. For example, by diverting a child or
children by leading them away by a hand or by an arm around their shoulders.

Staff will use physical intervention as an act of care and control and never punishment. Physical
interventions will not be used purely to force a child to do what they have been told and when
there is no immediate risk to people or property.

As soon as it is safe, the physical intervention should be gradually relaxed to allow the child or
children to regain selfontrol.
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The force of the physical intervention will be always appropriate to the age, size and st@hgth
the child or children involved.

If staff are not confident about their ability to contain a particular situation or type of behaviour,
consideration will be given to calling the Manager or, in extreme cases, the police.

Where a member of staff has had to intervene physically to restrain a child, the Manager will be
notified and the incident recorded in the Incident Record Book. The incident will be discussed with
the parent/carer at the earliest possible opportunity.

If a staff member commits any act of violence or abuse towards a child at the Club, serious
disciplinary action will be implemented, according to the provisions of the Staff Disciplinary Proce-
dures Policy.

Points to Consider

Behaviour Management

Staff training in behaviour management.
How parents are informed and consulted.
Open communication and coperation between staff and parents/ carers.
Behaviour management plans, including risk assessments.
BULLYING

Kidzone is committed to providing an environment for children and staff that is safe, welcoming

and free from bullying. Bullying of any form is unacceptable in our centres, whether the offender

is a child or an adult. The victim is never responsible for being the target of bullying.

9PSNE2YS Ay@2ft 3SR Ay G(KS OSY(iUNB:z adGlFIFF¥r OKAf RNB:
stance towards bullying. Such behaviour will not be tolerated or excused under any circumstances.

The Club defines bullying as the repeated harassment of others through emotional, physical, verbal

or psychological abuse. Examples of such behaviour are as follows:

Emotional: Being deliberately unkind, shunning or excluding another person from a group or
G2NXYSyidAay3a GKSYd C2NJ SEI YL ST F2NOAYy3I | y2iKSNI LX
notes about others or making fun of another person.

Physical: Pushing, scratching, spitting, kicking, hitting, biting, taking or damaging belongings,

tripping up, punching or using any other sort of violence against another person.

Verbal: Namecalling, putdowns, ridiculing or using words to attack, threaten or insult. For
SEFYLX ST &ALINBFRAY3I NHzY2dzNBE 2N YI1Ay3 Fdzy 2F | y2i
PsychologicalBehaviour likely to instil a sense of fear or anxiety in another person.

Preventing Bullying Behaviour

The Management and the staff will make every effort to create a tolerant and caring environment

in the centre, where bullying behaviour is not acceptable. Staff will discuss the issues surrounding
bullying openly, including why bullying behaviour will not be tolerated and what the consequences

of bullying behaviour will be.

Dealing with Bullying Behaviour

Despite all efforts to prevent it, bullying behaviour is likely to occur on occasion and Kidzone
NEO23yArasda GKAA FLHOdoe Ly GKS S$@8Syd 2F adOK AyO
response:

1 Allincidents of bullying will be addressed thoroughly, sensitively and recorded.

i Children will be encouraged to immediately report any incident of bullying that they witness.

They will be reassured that what they say will be taken seriously and handled carefully

1 Staff have a duty to inform the Manager if they witness an incident of bullying involving

children or adults at the Club
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9 If a child or a member of staff tells someone that they are being bullied, they will be given the
time to explain what has happened and reassured that they were right to tell

1 The individual who has been the victim of bullying will be helped and supported by the staff
team. They will be kept under close supervision and staff will check on their welfare regularly

1 In most cases, bullying behaviour can be addressed according to the strategies set out in the
Behaviour Management policy. The bully will be encouraged to discuss their behaviour and think
through the consequences of their actions. Where appropriate, they will be encouraged to talk
through the incident with the other person concerned

1 Where bullying behaviour persists, more serious actions may have to be taken, as laid out in the
Suspensions and Exclusions policy

T A member of staff will inform the parents/carers of all the children involved in a bullying
incident at the earliest possible opportunity. If appropriate, staff will facilitate a meeting between
the relevant parents/carers. At all times, staff will handle such incidents with care and sensitivity

All incidents of bullying will be reported to the Manager and will be recorded in the Incident Record
Sheet. In the light of reported incidents, the Manager and other relevant staff will review the
YART 2yS0Qa LINRPOSRdAzNB& Ay NBALISOOG 2F odZ fteAay3ao

Points to Consider

Bullying
{GFFF FINB 6 NE 2F OKAftRNByQa t20F0A2Yy |yR
Encourage positive behaviour with all children.
Ensure staff training is relevant and kept up to date.
Counter bullying incidents at every opportunity.
Why may the bully be behaving in such a way?

What support will be offered to the bully and their family?
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SUSPENSIONS AND BE)XSIONS OF CHILDREN

Our Club is committed to dealing with negative behaviour in a noonfrontational and
constructive manner. Wherever possible, disruptive or challenging behaviour will be tackled
collectively between staff and children in the Club. Such procedures are outlined in the
Behaviour Management policy.

However, there are occasions when such strategies alone will not alter or prevent negative

0 SKI @A 2 dzNX Ly &adzOK OFaSas FdzNOIKSNI FOGAz2y @At
Club, on either a temporary or permanent basis.

Staff will end

Persistent unacceptable behaviour from a child will result in the following.

Formal warning

Staff will explain to the child why their behaviour is unacceptable and the consequences of any

further such incidents. Children will be encouraged to discuss their behaviour, to explain their
actions, and helped to develop strategies to avoiding repeat incidents.

58GFAta 2F Ittt gFNYyAy3Iasr &adalLSyarzya |yR SEOf dza s
Each warning should be discussed with the child concerned and their parent/carer. All staff will be

made aware of any warnings given to a child. As a last resort, the Club has the right to temporarily
suspend or permanently exclude a child in the event of persistent and irresolvable unacceptable
behaviour.

Suspension

Only in the event of an extremely serious or dangerous incident will a child be suspended from the

[ £dzo 6AGK AYYSRAFGS SFFSOilo Ly &dzOK OANXDdzyadil
immediately and asked to collect their child, even if the child normally signs themselves out.
Children will not be allowed to leave the premises until a parent/carer arrives to collect them.

After an immediate suspension has taken place, the Manager will arrange a meeting with the child
concerned and their parents/carers to discuss the incident and decide if it will be possible for them

to return to the Club.

Suspensions and exclusions should be seen as consistent, fair and proportionate to the behaviour
O2yOSNYySRe® Ly aSitidAay3a &adzOK | alyoOaArzys O2yaiRSNI
Any other relevant information about the child and their situation should also be considered.

If appropriate, help and advice will be sort from concerned professionals in order to plan for the

OKAf R 2NJ &@2dzy3 LISNER2Yy Q& NBGdzNY o 9OSNE STF2NI o
be implemented to promote a positive outcome. This may include seeking funding.

Staff should always keep parents/carers informed about behaviour management issues relating to

their child and attempt to work with them to tackle the causes of disruptive or unacceptable
behaviour.

No member of staff may impose a suspension from the Club without prior discussion with the

al yl 3SN® {OGFFF oAttt O2yadzZ i GKS alylF3aSNJIIFa S| N
is in danger of warranting suspension or exclusion.

When a suspension is over and before a child is allowed to return to the Club, there will be a
discussion between staff, the child and their parent/carer, setting out the conditions of their return.
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INTIMATE CARE

Introduction

Settings who work with young children or children/young people* who have intimate care needs
gAft NBIJdZANB adFFF¥ G2 6S NBaLISOGTFdxZ 2F OKAf RNBY(C
Intimate care can be defined as care tasks of an intimate nature, associated with bodily functions,

body products and personal hygiene which demand direct or indirect contact with or exposure of

the genitals. Examples include care associated with continence and menstrual management as well

as more ordinary tasks such as help with washing or bathing.
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to them. Staff who provide intimate care to children have a high awareness of Safe Guarding
Children issues. Staff behaviour is open to scrutiny and staff at the center work in partnership with
parents/carers to provide continuity of care to children/young people wherever possible.

Kidzone is committed to ensuring that all staff responsible for the intimate care of children will
undertake their duties in a professional manner at all times. The club recognises that staff must

treat all children with respect when intimate care is given. No child should be attended to in a way

that causes distress or pain.

Our approach to best practice.

lff OKAfRNBY 6K2 NBIdZANBE AYyGAYFIGS OFNB FNB GNSI
dignity is of paramount importance.

Staff who provide intimate care and are trained to do so (including Safe Guarding Children and
Health and Safety training in moving and handling) must be fully aware of best practice. Apparatus

will be provided to assist with children who need special arrangements following assessment from
physiotherapist/occupational therapist as required.

Staff will be supported to adopt their practise in relation to the needs of individual children taking

into account developmental changes such as the onset of puberty and menstruation.

There is careful communication with each child who needs help with intimate care in line with their
LINEFSNNBER YStya 2F O2YYdzyAOlIGA2Yy OOSNBIFfXI &@Y0
preferences. The child is aware of each procedure that is carried out and the reasons for it.

As a basic principle children will be supported to achieve the highest level of autonomy that is
possible given their age and abilities. Staff will encourage each child to do as much for themselves

as they can. This may mean, for example, giving the child responsibility for washing themselves.
Individual intimate care plans will be drawn up for particular children as appropriate to suit the
circumstances of the child. These plans include a full risk assessment to address issues such as
moving and handling, personal safety of the child and the carer and health.

9 OK OKAfRQa NARIKG G2 LINAGEIOE gAff 0S NBALISOGSR
situation to determine how many carers might need to be present when a child needs help with
intimate care. Where possible, one adult will care for one child unless there is a sound reason for
having two adults present. If this is the case, the reasons should be clearly documented.

Wherever possible the same child will not be cared for by the same adult on a regular basis; there

will be a rota of carers known to the child who will take turns in providing care. This will ensure, as

far as possible, that ovdamiliar relationships are discouraged from developing, while at the same

time guarding against the care being carried out by a succession of completely different carers.

t I NByGakOFNSNER gAftf 0S Ay@d2t 3SR 6A0GK GKSANI OKAf
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wishes of children and parents will be carefully considered alongside any possible constraints; e.g.
staffing and equal opportunities legislation.Each child/young person will rely on the management to

act as an advocate to whom they will be able to communicate any issues or concerns that they may

have about the quality of care they receive.
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THE PROTECTION OH.OREN
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Where appropriate, all children will be taught personal safety skills carefully matched to their level

of development and understanding.
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bruises, soreness etc. s/he will immediately report concerns to the appropriate manager/
RSaA3aylIGSR LISNE2Y FT2N alFF¥S 3dzZ NRAy3I OKAfRNBYy
followed.

If a child becomes distressed or unhappy about being cared for by a particular member of staff, the

matter will be looked into and outcomes recorded. Parents/carers will be contacted at the earliest
opportunity as part of this process in order to reach a resolution. Staffing schedules will be altered
dzy G Af GKS A&dadzS6auv INB NBazft SR a2 GKIaG GKS OKAf
taken from outside agencies if necessary.

If a child makes an allegation against a member of staff, all necessary procedures will be followed,
AYyOfdzZRAY 3 F2fft26Ay3 W [ffS3IFGA2Yy F3AFLAyad | YSYoS
(Local Authority Designated Officer for Managing Allegations Against Those Working With Children)
contact 01480 372 442.
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Dealing with bodily fluids/waste

Spillages of substances likely to result in the spread of infections will be dealt with rapidly and care-
fully. Blood, vomit, urine and faeces will be cleaned up immediately and disposed of safely and hy-
gienically by double bagging and taken out of the setting. Staff will wear disposable plastic gloves
and an apron and wash themselves thoroughly afterwards. Children will be kept well clear while
such substances are being dealt with.

The management and staff are committed to taking all practicable steps to prevent and control the
spread of infectious germs, and to uphold high standards of personal hygiene in order to minimise
the risk of catching or spreading infection.
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FIRST AID

The member of staff who has dealt with the incident must record the accident on an individual

I OOARSY(G F2N¥Y SKAOK ¢gAff 06S F2dzyR Ay GKS LISNA2

signed by the parent or guardian to show that responsibility for the child, staff or parents injury

KFra 06SSy LIaaSR 2y G2 (KS NBtSGryld LIS2LS IyR T3

The first aid box will be located in the kitchen area and must be replenished after each usage.

FIRST AID PROCEDURE

In the event of a minor accident (one that does not require a doctor to attend or hospital
treatment)

A trained first aider will administer care.

An entry will be made on a personal accident form.

The accident form will be read and counter signed by the parent or guardian

In the event of a major accident (one that does require a doctor or hospital treatment)

Make the situation safe

A trained first aider will administer care

t K2yS F2NJ Iy FYodzZ yOS LINPGARAY3I RSGIAfT & 27
Inform the parent or guardian, giving if necessary details of hospital which the child has been
taken to.

If the parent or guardian is not available when the ambulance leaves, the proprietor, secretary or
Play leader must accompany the child to hospital, taking with them the registration/medical
consent forms and emergency cover sort if required.

At all cost the parents or guardian must be contacted as soon as possible

An entry will be made on a individual accident form

A written report to OFSTED must be sent as soon as possible.

Where applicable a report under R.1.D.D.O.R must be completed to satisfy all legal requirements.
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ADMINISTRATION OF MEDICINE

From time to time, parents request that Kidzone Child Care Services should dispense medicines
that need to be administered at regular intervals to children.

These requests fall into two categories:

Children who require emergency medication on long term basis because of the chronic nature of
their illness (e.g. Asthma, epilepsy, diabetes)

Children who are suffering from casual ailments

Generally, no member of staff will administer casual aliment remedies due to the short period of
time the children attend the centre and also not knowing when the last dose was administered
and by whom whether at school or at home and avoiding the possibility of drug abuse (over
dosing) either wittinglyorws A G G Ay 3t &> aSS a{ I ¥S3dz2 NRAYy3I /| KAf RNE

Medication for emergency and long term illness will only be administered with the parents
written permission and stating that the child is fit to participate in the activities of the centre.

Training for all members of staff will be sort for a chronic iliness or emergency procedures where
required.

1.

6.

7.

Parents/Carers must complete and hand in a Medication Consent form, along with

YSRAOAYSIT SKAOK KFra GKS LINBAONRLIIAZ2Y oSt ¢

first aider at the centre. The first aider, playleader or management will be responsible for
the administration of the correct dosage at the correct time and witnessed by another
playworker who will countersign the medication form.
Only drugs/medicines prescribed by a registered Medical Practitioner will be
administered to children
All drugs/medicines must be kept in original container stating who they are prescribed
for and dosage information.
A record of drugs given will be made indicating the time, dosage and signed by the
person administering the dose, a witness and the parent.
No medicine will be given to a child other than those for which there is a Medication
Consent Form.
No creams or ointments will be applied to a child other than those for which there is a
Medication Consent Form.

All medicines will be kept in a lockable medicine cabinet located in the kitchen area.

If your child is unwell and requires ngmescribed medicine throughout the school day or full
dayOlF NBk K2f ARFe@3x GKSYy O2YyaARSNIGA2Y akKz2dZ R ©6S
care should be administered in the home environment. If a child becomes unwell at the centre,
the parents/carer will be contacted immediately to arrange collection of that child. If a child is

left at a centre unwell it could be viewed as abuse and appropriate action may be taken. If your
child is unwell and does not attend his/her popeoked/registered places the parent/carer is re-
alRyaroftsS F2NI GKS LI eySyid 2F GKS L)X I O0Sax ass

Page23of 47

Created on 02/11/2005 12:22 PM

JA

G CS



Kidzone Child Care Policies and Procedures
COMPLAINTS PROCEDURE (PARENTYS)

Each case of compliant and the form in which it is presented to the proprietor or Kidzone either
verbally or written will be investigated, judged and acted upon swiftly to avoid disruption for the
children, centre, parents and staff. In the event of a complaint not being resolved by the parties
involved (i.e. parent/staff) the following procedure may be adopted.

Parents will be informed of the complaints procedure as follows
Complaint against the staff/scheme

The complaint should be in writing to the proprietor who will assure the complainant that the

matter will be fully investigated within five working days.

A written report will be requested from the member of staff of the Centre involved and sent to

the proprietor.

An oral reply must be given by the fifth working day and this must be followed by written

conformation.

If the complaint is against a member of staff and the member of staff is found to have committed
gross misconduct then the OFSTED. will be informed.

Should the compliant remain unresolved by the parent and proprietor; the proprietor will reserve

GKS NRARIKG G2 a1l GKS LINByld G2 NBY2@0S GKS OKAfR
taken if the proprietor believed that the break down of relationship would be detrimental to the

operation of the centre.

lff NBO2NRA 2FF O2YLX IFAyda Attt 068 1SLIWG 2y FAtS
form showing dates, times, content of discussion and reference to written material.

If the parent wishes they may contact OFSTED directly on 08456 404040.

Ofsted

Royal Exchange Building

w2eltf 1yySoa {Ijdz NB
Manchester

M2 7LA
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FIRE DRILL AND EMERGENCY PROCEDURE

Fire drill and emergency procedures will be included in the induction processes and will include
awareness of fire exits and their operation, fire extinguishers and there operation as well as the fire
procedures observed by the school.

A fire drill will take place at least once a term and every holiday period or as deemed necessary by
management but not less. A member of management or a Play leader will initiate it without prior
notification to the other staff.

All staff and volunteers must make it their duty to be aware of their delegated duties in the case of
a drill or fire and be able to carry out their duties to the best of their ability.

A copy of the fire drill procedure will be displayed for the children, staff and parents to read. All
members of staff will have a personal copy.

FIRE PROCEDURE

When the alarm is raised the staff must ensure all the children leave by the nearest and safest exit,
if a playworker has been delegated to ensure the safety of a disabled or less able child that will be
their priority and will be arranged when the child starts using the centre. At no point is any member
of staff to attack the fire with extinguishers before the children and staff members have been safely
evacuated and only then if it is a matter of life or death.

The Play leaders will collect the registers on the way out.

Do not stop to collect personal belongings.

Assemble at the predetermined point identified on fire point notice in centres.

Play leaders must take the register to ensure all children and staffs are present.

During drills the Director will monitor the evacuation and any problems will be addressed at the
next staff meeting and put into operation at the next drill. The drill will be recorded in the Directors

diary and or a drill logbook.

All persons will remain outside until the all clear is given.
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HEALTH AND SAFETY

The aim of our policy is to create an atmosphere of prudence during the operation of the centre;
this is for all users of the centre, children, staff, parents, and the community.

This prudence includes:

The ability of each individual to protect him/her self
Concern and consideration for the safety of others
Knowledge of what to do in certain situations
Alertness and control

Cultivation of good habits

For children, good safety habits are taught as part of the social interaction with their peers and

the playworkers supervising and enhancing activities. The children are encouraged to develop
healthy habits through good health and hygiene routines.

We believe that children learn best through practical experiences and active involvement in all

areas of the centre. Children are taught to have care and consideration for themselves and
others:

In the centre

When using equipment e.g. scissors, tools, large apparatus, ride on toys.

When moving around the centre

In accordance with safety regulations visits are carefully planned in advance and details of the
trip are given to parents. Children are asked to wear appropriate clothing for the activity
planned. The correct adult child ratio is followed, a first aid kit and consent forms with
emergency phone numbers is taken. Only coaches with seatbelts will be used.

In a play environment accidents do occur, most are minor and can be dealt with by any member
of staff. A fully equipped first aid box is kept in the kitchen.

If an accident is more serious, the aim of the centre is to get the child qualified medical attention
as quickly as possible. Parents are informed straight away, and if necessary, an ambulance sent
for.

All incidents that require attention will be logged in on an accident form including accidents
caused by defective equipment.

The proprietor and secretary are responsible for ensuring that the building provides a safe and
healthy environment for the children. The members of staff will maintain a clean and tidy
building and grounds. Minor repairs or maintenance will be completed in house. Contractors will
be sort if maintenance requires specialised knowledge.

Kidzone has set procedures in case of an emergency when the building has to be evacuated.
These drills are carried out at least once a term. The staff and children are familiar with these
procedures.

The Health and Safety at Work Act 1974, is the legislation relating to health, safety and welfare of
employees at work. The legislation protects not only people at work but also the health and
safety of the general public who may be affected by our work activities.

It is the responsibility of the management team to ensure that at all times the Centre performs
full and complete health and safety checks and that any and all issue are dealt with or brought to
the attention of the proprietor to be rectified.
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HEALTH: SAFETY POLICY
Health & Safety Policy of Kidzone Child Care Services

General Statement

Our policy is to provide and maintain safe and healthy working conditions, equipment and
systems for all our employees, and to provide such information, training and supervision as they
need for this purpose. We also accept our responsibility for the Health and Safety of other people
who may be affected by our activities.

1. Overall and final responsibility for Health and Safety in the organisation is that of the
proprietor

2. All employees have a responsibility toaperate with the management to achieve a healthy
and safe workplace and to take reasonable care of themselves and others.

3. Wherever anyone notices a Health and Safety problem that they are not able to put right, they
must immediately inform an appropriate person.

4. Consultation between management and staff is provided by regular internal staff meetings

5. Safety training is the responsibility of the management.

General Arrangements

1. The club will maintain accident records to record all incidents which occur in connection with
work whether they occur on the premises or not. All incidents must be recorded whether
treatment is given or not. A copy of the entry of any serious occurrences should be forwarded to
the management. All accidents/incidents reportable under RIDDOR must be reported to the
Enforcement Authority.

2. The management will maintain an adequate supply of First Aid equipment for use by staff as
directed by the Health and Safety Executive:

The equipment will be kept in a suitable First Aid Box (green, marked with a white cross or the
opposite) and kept in a secure but accessible place, preferably close to a hot and cold water
supply.

The First Aid Box shall not contain any antiseptic creams or lotions, tablets or pills.

3. No solvents, solutions, tablets, etc. must be given to children unless directed by a registered
medical practitioner and with the consent of the parents.

4. The Club Management will ensure that all staff, children, and visitors are aware of the
Evacuation Procedure in the event of a fire, and that Fire Procedure Notices are displayed
prominently.

5. The employees will ensure that at all times all exits are kept clear

Fire drills are held termly and at least once per holiday play scheme period. (It may be necessary
to hold fire drills more often if different children attend on different days.) Any problems that
occur during Fire Drills should be reported to the responsible person.

6. The management and staff will ensure all visitors are known to be in or around the building
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gathering information and induction visits, parents/carers collecting children will sign the daily
register showing that they have been on site and secondly taken back responsibility of their
children.

7. Any hazardous chemicals or cleaning materials used by the Centre (or those used by the
cleaner/caretaker) must be securely stored in accordance with manufacturer's recommendations
and out of reach of children, young people and their families. Data sheets should be available for
all such materials.

8. The employees must ensure that wet floors do not present a hazard and that trailing flexes are
appropriately made safe.
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9. The employees and uses of the centre must dispose of all waste material safely in the
containers provided. Waste receptacles must be kept clean to minimise the accumulation of dirt

and disease.

10. The employees and all uses of the centre must store and stack all materials and equipment
safely. All food must be stored according to manufacturer's recommendations.

11. The employees and all uses of the centre must not use chairs to stand on to reach above
head heightstep stools or ladders must always be used.

12. All electrical equipment on the premises must be checked before use for damaged leads,
loose connections and other faults.

13. The person responsible for Health and Safety matters should acquaint themselves with the
requirements to report relevant incidents to Health and Safety Executive.

14. Risk Assessments (including manual handling) covering all regular and occasional activities
gAftt 0SS OFNNASR 2dzi 'yR NB3Idzf F NI & OKSO|ISR FyR d
will ensure consideration is given to those with special needs.
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Nobody should attempt to lift/move/carry anything that is beyond his or her capability.

16. The management will arranged for safety checks to safety equipment, electrical components,

and gas fittings at the required legal or recommended periods by recognised professionals.

STAFF SAFETY POLICY

It is the responsibility of each employee to ensure that all reasonable steps are taken to avoid

being alone with children.

It is expected that all employees and other users of the centre clearly report and record in the
appropriate forms (not the personal accident form) any incidents that occur during their working

day that causes any concern.

It is important that all employees inform the management of any areas of concern.
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document.

At no time must employees promise not to disclose information given to them by children or

parents.
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actively ensure that these guidelines are followed at all times.

It is the responsibility of the employer to ensure that employees avoid manual handling
operations which involve a risk of injury, as far as is reasonably practicably. Any such operations

that cannot be avoided should be assessed, taking into account all the factors which are involved,

and that the risk of injury is reduced as far as possible.

Employees should not undertake any manual handling activity that they feel requires a second

person unless another person is available to assist and both parties are confident and in
agreement to work together.
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HEALTH & SAFETY FOR YOUNG PERSONS

There are specific sets of rules regarding the Health & Safety of Young Persons in the workplace. As
some centres do employ students, it is important that you are aware of the regulations.

For the purposes of the legislatiofealth & Safety (young person) Regulations 1997 a young
person is defined as anyone under the age of 18 years.

When considering the Health & Safety of your staff you need to especially bear in mind the
following with regard to Young Persons.

Be aware of their inexperience and possible lack of maturity.

Consider the requirements of equipment that they may be using.

How you are organising the activities that they are involved in.

You are responsible for protecting young people from any risks to their Health and Safety because
of any of the above.

You must not give a young person work which:

Is beyond their physical or psychological capacity.

Involves any harmful exposures that may affect their health.

Involves a risk of accidents that the young person may not be aware of.
Presents a risk to health from extreme cold, heat, noise or vibration.

If any of these risks do exist in the workplace, information about the risk assessment and measures
you are taking to protect the young person should be provided to their parents or carers and
approval by parent or carer received in writting.
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EQUAL OPPORTUNITIES

Certain people and groups in our society face prejudice and, as a consequence, discrimination on
the basis of race, colour, ethnic, gender, disability, marital status, age, social class, religious belief,
sexuality, employment status and illness.

Our equal opportunity policy seeks to oppose and challenge these forms of discrimination and to
promote an equal and fair society for the children, parents and staff. Employees, children and
parents are required to treat members of the public, children and other employees equally in
accordance with our Equal Opportunities Policy.

We will always treat the children, parents and staff with equal concern irrespective of background.

We shall ensure that play and care opportunities for our children reflect a multicultural society and
encourage knowledge about and respect for all sections of our community.

Children of either sex should be encouraged to enjoy all activities available.

Kidzone shall appoint, train, develop, and promote on the basis of merit and ability.
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Opportunity Policy, which extends to the treatment of members of the public and employees.

Disciplinary action under the Disciplinary Procedure shall be taken against any employee who is

found to have committed an act of unlawful discrimination. Discriminatory conduct and sexual or

racial harassment shall be regarded as gross misconduct. If there is any doubt about appropriate
GNBFGYSYy(d dzy RSNJ GKS /SyGNBQa 9ljdzr f hLILI2NIdzyAlGAS:
the proprietor.
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VOLUNTEERS

We understand that volunteers can have an important role in care schemes, providing positive
benefits for all concerned.

Volunteers will be additional to paid workers in achieving essential staff ratios when ever possible.

Volunteers will be selected with as much care as paid staff, as per guidelines laid down by the Home
Office. An interview will take place to establish the suitability of the volunteers and to inform them
of the expectations, working conditions policies and procedures of the Centre. Volunteers will be
informed that references will be sought.

All volunteers will CRB checked.

An induction process will take place at the Centre, and it will be made clear the extent of the
g2t dzy i SSNBQ Ay @2t gSYSyio

Volunteers involved in the scheme will be able to participate in the working structures and
procedures of the paid worker. This will involve volunteer participation in staff meetings and
training opportunities.

FEES

Created on 02/11/2005 12:22 PM
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CONFIDENTIALITY ROLI
Statement of intent

It is our intention to respect the privacy of children and their parents and carers, while ensuring that
they access high quality early years care and education in our setting.

Aim

We aim to ensure that all parents and carers can share their information in the confidence that it

will only be used to enhance the welfare of their children.
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rights to a private and family life, home and correspondence. Our only justification to interfering
with this right is where we believe that a child may be at risk of significant harm, to prevent a crime

or disorder.

We meet the requirements of the Data Protection Act 1998 with regard to the information we
gather from or about families, how we gather it, store it and use it. Our procedures enable us to
meet these requirements.

We have regard to the Common Law Duty of Confidentiality and only share information with other
LINEFSaaAzylfa 2N F3SyOASa 2y | WySSR G2 1y26Q
consent in specified circumstances to do with safeguarding children.

Personal records

These include registration and admission forms, signed consents, and correspondence concerning
the child or family, reports or minutes from meetings concerning the child from other agencies, an
ongoing record of relevant contact with parents, and observations by staff on any confidential
matter involving the child, such as developmental concerns or child protection matters, incident
and accident logs, care plans, behaviour plans etc

These confidential records are stored in a lockable file or cabinet and are kept secure by the person
in charge in an office or other suitably safe place

Parents have access, in accordance withabeess to records procedute the files and records of

their own children but do not have access to information about any other child

Staff will not discuss personal information given by parents with other members of staff, except
where it affects planning for the child's needs. Staff induction includes an awareness of the
importance of confidentiality in the role of the key person.

Information Sharing

There are times when we are required to share information about a child or their family. These are
when:
there are concerns a child is or may be suffering significant harm

0
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affecting the welfare of parents).
We explain to families about our duty to share information for the above reasons.

Where we have concerns, we would normally gain consent from families to share. This does not
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of discussing a concern that we need to refer to a social care agency.

We do not seek consent from parents to share information where we believe that a child, or
sometimes a vulnerable adult, may be endangered by seeking to gain consent. For example where
we have cause to believe a parent may try to cover up abuse, or threaten a child.
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and the reason clearly stated.

Where evidence to support our concerns are not clear we may seek advice from our local social
care agency or the NSPCC.
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We only share relevant information that is accurate, factual,-pumlgemental and up to date.
Other records

Issues to do with the employment of staff, whether paid or unpaid, remain confidential to the
people directly involved with making personnel decisions.

When Students on recognised qualifications and training, are observing in the setting, they are
advised of our confidentiality policy and required to respect it.

Access to personal records

Parents may request access to any records held on their child and family following the procedure
below.

Any request to see the child's personal file by a parent or person with parental responsibility must
be made in writing to the Proprietor.

The proprietor sends a written acknowledgement

The setting commits to providing access within 14 dalthough this may be extended

The proprietor prepare the file for viewing

All third parties are written to, stating that a request for disclosure has been received and asking for
their permission to disclose to the person requesting it. A copy of these letters are retained on the
file

‘Third parties' include all family members who may be referred to in the records

It also includes workers from any other agency, including Social Care, the Health Authority, etc. It is
usual for agencies to refuse consent to disclose, preferring the individual to go directly to them
When all the consents/refusals to disclose have been received these are attached to the copy of the
request letter

A photocopy of the complete file is taken

The proprietor go through the file and remove any information which a third party has refused con-
sent to disclose. This is best done with a thick black marker, to score through every reference to
the third party and information they have added to the file

What remains is the information recorded by the setting, detailing the work initiated and followed
by them in relation to confidential matters. This is called the 'clean copy'

The ‘clean copy' is photocopied for the parents who are then invited in to discuss the contents. The
file should never be given straight over, but should be gone through by the proprietor, so that it can
be explained

Legal advice may be sought before sharing a file, especially where the parent has possible grounds
for litigation against the setting or another (third party) agency.

All the undertakings above are subject to the paramount commitment of the setting, which is to the
safety and welbeing of the child. Please see also our policy on safeguarding children and child
protection.
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FEES
Fees are due in advance of places used.

TERM TIME FEES

Term time places are reserved and secure specifically to the child named on the register and
therefore the parent/guardian is responsible for the payment of those places irrespective of ill-
ySaazr a0Kz22ft GNARLAZI GSNY GAYS K2fARF&a 2N lFye 2¢
HOLIDAY FEES

A nonrefundable deposit of £ 5.00 will be required per child per session booked to reserve a

holiday placement due with booking form and all fees for holidays are due in advance of places
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fees will be due. Please refer to the Holiday Budget Planner for budgeted holiday fees, contract

and terms. Due to the short period of operation for the Wisbech holiday setting the budget

planner will not be available.

The 5 hour flexi option is any five hour period booked. Eabbs flexi option will be in quarter

hour sections; i.e. 8:15ah:15pm or 10:30ar8:30pm etc. Any hour or part of used before or

after the requested shour booking will be charged at the current pricing structure. The 5 hour

flexi-option will not be available to the Wisbech holiday setting in year one but will be assessed

after surveys and monitoring of the summer holiday 2009

All fees are subject to current pricing structure or altered with prior notice to incorporate special

offers. The fee structure is reviewed every six months and may be altered to reflect external
O2aida 2F 6KAOK ¢S KIFIGS y2 O2yiNRBf® hyS Y2y(iKQa
fees. This is to insure the continued stability and security of the children, staff and centre.
Cheques should be made payable to Karen Burrill or Kidzone Child Care Services.

We reserve the right to charge an administration fee for /mmtification of absenteeism of £5.00

to cover phone and staff costs. A charge of £5.00 for ever fifteen minutes will be added after
6:00pm at our discretion to cover extra staff costs. We will also reserve the right to charge
£10.00 administration and interest at 0.7% per month on any late payments that exceed the

month due.
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be due.

Reviewed July 2008
Reviewed May 2009
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SFECIAL NEEDS

We aim to provide appropriate activities for all the children of the centre. We will attempt to
provide when ever possible a completely inclusive and welcoming environment.

The term special needs covers a vast spectrum of specialist techniques in awareness, training,
education and support and therefore makes extra demands on small settings including out of
school centres.

Every possible attempt to meet these extra demands will be made through specialist groups and
official bodies, continuous contact with parents and carers and the school. Sound ground work
and preparation needs to be done before a child with special needs starts at the centre. This may
include preparing the other children and their parents with good factual information as to the
condition, whilst enlisting their support and commitment to welcome the child.

If a oneto-one worker is required, the centre will have to consider very carefully how and if it
can fund the post. It may be possible to recruit volunteers but there will be some expense in-
volved.

Children with disabilities, or special needs, and their families face many barriers. Consideration
should be given to each element of the running of the centre including

Physical access

Adapted toilets

Extra levels of staffing

Staff training and education

Appropriate play equipment, materials and resources

Adaptation of games and activities

Attitudes of other members (staff, parents and children) addressing ignorance, unrealistic fears
and prejudices

Avoid discriminatory practices (not excluding or favouring one child over the rest).
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MISSING CHILDREN
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Not in school for collection from classroom or do not arrive at the center at the end of the
school day or;
They go missing during a session.

If they are not there to be collected, or do not enter the centre at the end of their school day,
you should take the following action;

Check they were at school in the first place and had not been off sick. If the child had not been in
school then inform the playworker taking the register, the playworker will then mark the child
absent and note an administration charge for non notification of absenteeism.

Check they were not sent home during the day from school, or left early for a dentist or doctor
appointment, and then follow the same procedure above.

Check with school staff, if the first two checks do not provide an adequate result, which may
have heard or seen that they have gone home with a friend. If so tell the playworker taking the
register who will telephone the parent to confirm that this was arrange or not and then follow
the parents directions with regards to what they wish to do next. Note an administration charge
on the register.

If the child is located, explain to them and the person they are with that you were expecting
them. Also let the parents know that you had been expecting them and it had caused some dis-
tress and disruption to the centre. It is often a misunderstanding that leads to this sort of situa-
tion.

If still unable to locate the child;

Inform manager/proprietor.
Contact parent/s immediately and then follow their directions.
Contact the school and the police.

If they disappear during a session;

Check with all members of the staff when the child was last seen, ask if the child had been collect
by parent, guardian or nominated person, check register for collection signature.

Organise a thorough and systematic search of the building and surrounding playground.

Try not to worry the other children.

Contact the parents immediately to explain the situation and follow any directions they give you,
double check that the child is not in the area

If still unable to locate the child;
Inform manager/proprietor.

Contact parent/s immediately and then follow their directions.
Contact the school and the police.
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SPECIFIC OCCURRENCES

Although this section is generalised some occurrences do require specific attention. Some of this
attention requires a concise and clear plan of action to prevent any-umdsrstandings. We

have identified a number of occurrences but the list is not exhaustive and would request your
complete support if new occurrences occur, a plan of action developed that would suit all parties
involved and could be documented.

Clothing; Indoor and outdoor activities can be messy, although Kidzone make every attempt to
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Therefore we would request you supply clothes which can be used for messy activities. We will
not be held responsible for damaged to clothing.

Personal belongings; Items of value should not be brought into the centre. If an item of value is
brought into the centre it is the responsibility of the owner for its care. We would recommend all
LISNAE2Y It o0Sf2y3aiy3aa KIFI@FS GKS OKAfRNByQa ylFYS
be responsible for damaged or lost personal items.

Toileting; some children still have specific problems when requiring, going to or using the toilet. If
you are aware of any problems please inform a member of the management to ensure the
correct plan of action is in place and to avoid any unnecessary embarrassment to the child. We
will request spare clothing if a child is wetting themselves. However if a child has soiled them-
selves we will contact the parent and ask the parent to attended to their child immediately. Al-
though we normally operate for only short periods of the day this request for the parent to at-
tend their child is not open to abuse. If the management believe the parent is neglecting the re-
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Signing out the child; the signing out process is there to ensure that your have accepted back into
your care your child. It offers Kidzone the opportunity to pass on information or occurrences
which have occurred during the day.

Lost property; we do attempt to ensure all property is returned to their rightful owners but some
property is never claimed. We will hold lost property for a half term period at which point if not
claimed will be sent to one of the local charity shops.
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forms for the centre. You are at liberty to view any records we hold on your child in accordance

0S5

gAOK OGKS a5FdF tNRGSOGAZY ! OGéx aSS & /2yFARSYUA

All comments written or verbal will be discussed weekly within the centre; your support in this
will be greatly appreciated for the better of the centre.
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STAFFING

OFSTED regulates the amount of staff that is required to operate any centre that cares for children
under the age of eight. At the moment the ratio is eight children (under eight years) to one adult. It

is also recommended a ratio of ten children (over eight years) to one adult.

OFSTED and the Criminal Records Bureau also regulate who can work as a child carer in a centre.
Before a permanent employment position can be offered to any new member of staff they must
first satisfy and clear Kidzone Child Care Services vetting procedure which includes references and
CRB checks.
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SMOKING, ALCOHOL AND DRUGS

Drugs

Staff, students, volunteers or children who arrive at the Club clearly under the influence of illegal

drugs, will be asked to leave immediately and disciplinary procedures implemented.

If a child is found in possession of illegal drugs on the premises, their parent/carer will be informed.
If staff are found in possession of illegal drugs, serious disciplinary action will follow.

In cases where staff are taking prescribed drugs that may affect their ability to function effectively

at work, the Manager must be informed as early as possible and a risk assessment will be
completed.

Parents and Carers

If a member of staff has good reason to suspect that a parent/carer is under the influence of illegal
drugs or alcohol when they drop off or collect their child, they have a duty to inform both the
Manager and the designated Child Protection Officer, according to the provisions of the
Safeguarding policy.

In such circumstances, the Manager and the Child Protection Officer will then be responsible for
deciding upon the appropriate course of action, ensuring that the safety and protection of the child
remains paramount at all times.

Staff will make all possible efforts to ensure that children are not allowed to travel in a vehicle
driven by someone who is clearly under the influence of illegal drugs.

Where an illegal act is suspected to have taken place, the police will be called.

Alcohol

Staff, students, volunteers or children who arrive at the Club clearly under the influence of alcohol,
will be asked to leave immediately and disciplinary procedures will follow.

If a child is found in possession of alcohol on the premises, their parent/carer will be informed at
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If a member of staff has good reason to suspect that a parent/carer is under the influence of alcohol
when they drop off or collect their child, to the extent that the safety of the child is threatened,
they have a duty to inform both the Manager and the designated Child Protection Officer, according
to the provisions of the Safeguarding policy.

The Manager and the Child Protection Officer will then be responsible for deciding upon the
appropriate course of action, ensuring that the safety and protection of the child remains
paramount at all times.

Staff will make all possible efforts to ensure that children are not allowed to travel in a vehicle
driven by someone who is clearly over the legal alcohol limit.

Where an illegal act is suspected to have taken place, the police will be called.

Smoking

Smoking is not permitted anywhere on the premises. This rule applies equally to staff, students,
volunteers, children, parents/carers or any other visitors.

If a child is found in possession of cigarettes on the premises, they will be confiscated and their
parent/carer informed at the end of the session.
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DISCIPLINE AND GRIEVANCE (STAFF)
Discipline

¢KS /SyGaNBQa FAY Aa (2 SyO02dz2Ny3IS AYLNRBOSYSyi
procedure sets out the action that will be taken when disciplinary rules are breached.

PRINCIPLES:

The list of rules is not to be regarded as an exhaustive list.

The procedure is designed to establish the facts quickly and to deal consistently with disciplinary
issues. No disciplinary action will be taken until the matter has been fully investigated.

At every stage employees will have the opportunity to state their case and be accompanied by a
fellow employee of their choice at the hearings.

Only a proprietor has the right to suspend or dismiss. An employee may, however, be given a verbal
or written warning by their immediate superior.

An employee has the right to appeal against any disciplinary decision.

RULES:

NEI OKSa 2F GKS /SyiNBQa RAAOALIE AYIFNE NMzZE Sa GKFI

Failure to observe a reasonable order or instruction

Failure to observe a health and safety requirement
Inadequate time keeping

Absence from work without proper cause

¢CKSFO 2NINBY20Ff 2F (GKS /Sy
[2a4X RFEYF3AS G2 2N YAadzaS 2
Conduct detrimental to the interest of the Centre

Incapacity for work due to being under the influence of alcohol or illegal drugs

Physical assault or gross insubordination

Committing an act outside of work or being convicted for a criminal offence which is liable
adversely to affect the performance of the contract of employment and/or the relationship
between the employee and the Centre

LINR LISNIi & gAGK
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PROCEDURE

Verbal warning

If conduct or performance is unsatisfactory, the employee will be given a formal oral warning, which
will be recorded. The warning will be disregarded after six months satisfactory service

Written warning

If the offence is serious, if there is no improvement in standards, or if a further offence occurs, a
written warning will be given which will include the reason for the warning and a notice that, if
there is no improvement after twelve months, a final written warning will be given

Final written warning

If conduct or performance is still unsatisfactory, or if a further serious offence occurs within the
12-month period, a final warning will be given making it clear that any recurrence of the offence or
other serious misconduct within a period of one month will result in dismissal.

Dismissal

If there is no satisfactory improvement or if further serious misconduct occurs, the employee will be
dismissed.

Gross misconduct

If, after investigation, it is confirmed that an employee has committed an offence of the following
nature (the list is not exhaustive) the normal consequence will be instant dismissal:
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¢CKSTG 2NJ RFEYIF3IS (2 GKS /SyGNBQad LINRBLISNI&z AyOlr LI
alcohol or illegal drugs, physical/verbal assault or gross insubordination, discrimination or
KFNFaavySyid O2y NI NEB (G2 GKS /SyGaNBQa 9ljdzr £  hLILR2 NI
While the alleged gross misconduct is being investigated the employee may be suspended, during

which time he or she will be paid the normal hourly rate. Any decision to dismiss will be taken by

the employer only after a full investigation

Appeals

An employee who wishes to appeal against any disciplinary decision must do so to: KAREN BURRILL
within two working days. The employer will hear the appeal and decide the case as impartially as
possible.

Grievances

The Employment Act 2002 requires employers to have a grievance procedure

The employee sets out in writing his or hers grievance with the employer.

¢CKS SYLJX 28SNJ I NNXy3ISa I YSSiGAay3a G2 RA&aOdaa GKS
to be accompanied. At the end of the meeting, the employer informs the employee of the decision

YR GKS SYLX288SQa NARIKG G2 FLIWISHE @

The employee tells the employer if he she wishes to appeal. If an appeal is requested, a further
meeting is arranged, if possible with a more senior or different manager. The employee has the
NAIKG G2 6S FOO2YLIYASR® G GKS FLIWISEFE YSSGAy3a (
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RECRUITMENT OF STAFF

Kidzone Child Care Services activity promote equality of opportunity for all with the right mix of tal-

ent, skills and potential and welcome applications from a wide range of candidates, including those

with criminal records. We select all candidates for interview based on their skills, qualifications and
experience.

¢KS NBONHZA GYSyd 2F adl¥F oAttt F2tft2¢ A0GNAROG 3IdzA
L2t AOASE 6KAOK AyOfdzZRS a9ljdzr f hLIR2NIdzyAiGASagsgs a
GwSONHA GYSyiéo

All new employees will have to supply proof of identification with original documentation and com-

LX SGS Iy LW AOIGAZ2Y (2 GKS &/ NAYAYlFf wSO2NRa . c
these procedures are returned satisfactory a permanent position of employment will not be of-
FSNBR® LF (KSAS R20dzySyida INB NBOdZNYySR FNBY (KS
reason and the advice from that body a decision to offer or not to offer a permanent position will

0SS YIRS 06aS8S e&oiiSh@nydliay)ySyd 2F SE

The following documentation will be required to be able to complete a registration.

Kidzone Application form

EY02 OFSTED form (management positions only)

Criminal Records Bureau Disclosure application

Birth certificate (original issued within 12 months of birth date)

Valid passport (any nationality)

Driving Licence

UK firearms licence

Marriage certificate (where applicable)

Divorce certificate (where applicable)

Utility bill (less than 3 months old)

National insurance number card

Addresses lived at for the past five years (utility bills)

Bank/building society Account details including sort code (from a statement less than 3 months old)
Two Referees who can vouch for you, including their occupation, home address, telephone number

A copy of all documentation received will be kept on record to satisfy OFSTED inspection and will be
KStR Ay I O0O2NRIYyOS 46AGK GKS a5FaGF tNRBGIGSOGAZ2Y ' O
GAO0S¢ 6aSS /| w. RAaOf 2adzNB KIyRfAy3a LRfAOCROLD® ! {
jdzSad G2 aSS GKSANI NBO2NRa KSfR 2y FTAESZ &aSS a/
disclosure aware of the existence of the CRB Code of Practice and make a copy available on request.
Thisisan MRS LG K LINPOSRdAzZNE yR OFly 2yfé 0SS O02YLX SGSR
and consent. The process of recruitment is not intended to reflect in any way on the integrity of

new employeest is a necessary procedure for the protection of the children attending the centre.

However if information given is found to be false or incorrect or past criminal convictions have not

been disclosed it will be deemed as gross rmsduct and will result in instant dismissal.
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RECRUITMENT OFEGRFENDERS

l'a Iy 2NBlFIYAalGA2Y dzaAy3d GKS / NAYAYyLFf wSO2NRa
ability for positions of trust, Kidzone Child Care Services complies fully with the CRB Code of Prac-
tice and undertakes to treat all applicants for positions fairly. It undertakes not to discriminate un-
fairly against any subject of a Disclosure on the basis of a conviction or other information revealed.

A disclosure is only requested after a thorough risk assessment has indicated thatomth igro-
portionate and relevant to the position concerned. For those positions where a disclosure is
required, all application forms, job adverts and recruitment briefs will contain a statement that a
disclosure will be requested in the event of the individual being offered the position.

Where a disclosure is to form part of the recruitment process, we encourage all applicants called for
interview to provide details of their criminal record at an early stage in the application process. We
request that this information is sent under separate, confidential cover, to a designated person with
Kidzone Child Care Services and we guarantee that this information will only be seen by those who
need to see it as part of the recruitment process.

Unless the nature of the position allows Kidzone Child Care Services to ask questions about your
entire criminal record, we only ask about unspent convictions as defined in the Rehabilitation of
Offenders Act 1974.

We undertake to discuss any matter revealed in a disclosure with the person seeking the position
before withdrawing a conditional offer of employment.

Having a criminal record will not necessarily bar you from working with us. This will depend on the
nature of the position and the circumstances and background of the offences.

CRB DISCLOSURE HANDLING

Kidzone Child Care Services complies fully with the CRB Code of Practice regarding the correct han-
dling, use, storage, retention and disposal of disclosures and disclosure information. It also complies
fully with its obligations under the Data Protection Act 1998 and other relevant legislation pertain-
ing to the safe handling, use, storage, retention and disposal of disclosure information and has a
written policy on these matters, which is available to those who wish to see it on request.

Disclosure information should be kept securely, in lockable -panmable, storage containers with
access strictly controlled and limited to those who are entitled to see it as part of their duties.

In accordance with section 124 of the Police Act 1997, disclosure information is only passed to
those who are authorised to receive it in the course of their duties. We maintain a record of all
those to whom disclosures or disclosures information has been revealed and it is a criminal offence
to pass this information to anyone who is not entitles to receive it.

Disclosure information is only used for the specific purpose for which it was requested and for
GKAOK GKS LI AOFIyGQa FdAZf O2yaSyid KFra oSSy 3IAoS
Once a recruitment (or other relevant) decision has been made, we do not keep disclosure informa-
tion for any longer than is necessary. This is generally for a period of up to six months, to allow for
the consideration and resolution of any disputes or complaints. If, in very exceptional circum-
stances, it is considered necessary to keep disclosure information for longer than six months, we
will consult the CRB about this and will give full consideration to the data protection and human
rights of the individual before doing so. Throughout this time, the usual conditions regarding the
safe storage and strictly controlled access will prevail.

Once the retention period has elapsed, we will ensure that any disclosure information is immedi-
ately destroyed by shredding. We will keep records of the date of issue of a disclosure, the name of
the subject, the type of disclosure requested, the position for which the disclosure was requested,
the unique reference number and details of the recruitment decision.
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Position:Play worker (grade 1) No accreditation
Responsible toDirector/playleader.

To assist in the day to day organisation of the centre

This includes:

Providing a stimulating environment and a variety of resources to offer safe, creative, appropriate

play, ensuring proper use of equipment and toys for the children which are freely acce$sibls,A y 3

I SIHfGKeQs W{adlreAay3a {IIFSQ> WYoye2-2SAERodus OftddS OA y I Q
standard 3, 5, 6, 9 & 11)

{ dzLILI2 NI OKAf RNByQa LIl & NIUOKBNIIeéRyy@d RiANBSQIA YW
I OK A §@evigua Ofsted standard 3, 9 & 11)

9y adzaNE Fy FLIINRBLNRFGS fS@St 2F FRdzE G AyaGdSNBSyda
(craft table, water/sand pit, play areay{ G @ Ay 3 { I FSQ3 Wi CGKR}pE@uy 3 9 02
Ofsted standard 4, 6, 9 & 11)

Listen to the children and take account of their views and ileasW?9 y 22 & | (freviolsOK A S JA
Ofsted standard 9 & 11)

Ensure the children are accessing the environment fully to their ability; create positive carer/parent
NBflFidA2ya o0& RA&AOdzaaAy3a GKS OKAfRQA | OKAS@SYSyil:
day with care and diplomacy. If unsure of how to proceed with an incident discuss the matter with

your playleader/director, W{ (I @ A y 3 {IFSQ> woyeze ' YR I OKA S
Well-. S A @ravidus Ofsted standard 9, 11 & 12)

Help with eating arrangements and assist the children where neces#aryS A y 3 (prBviofisii K & Q
Ofsted standard 8, 9 & 10)

Assist the children with hand washing and toileting if requiréd. SA y 3 (pr&iods iDFtRAQ

standard 7, 9 & 10)

To help with the day to day administration/recording of information (registers, change of detail),
housekeeping of the premises and equipnEnt W! OKA S @A y 3. DANRBIBUE OSted? St f
standard 2)

Plan; organize main project ideas with children/parents/carers through the year with consideration

y

to equal opportunities, religious and racial requirements¥al 1 Ay 3 ! t 2aA(
| 2 Y i NR (@rdrious Dfted standard 3 & 9)

Plan and organize daily/weekly activities with childréha I T Ay 3 |t 2 & A. (pred@d8s / 2 y (i NR
Ofsted standard 3 & 9)

Plan and organize holiday activities with childréba I 1T Ay 3 |t 2 & A (pkeddhis / 2 Y (1 NR

Ofsted standard 3 & 9)

Gather the required information to ensure accurate representation of specific groups with children/
parents/carersWa | { Ay 3 | t 2 a A (pretb8s Ofsd/standhrd Hzi A 2 Y Q

Gather required materials and/or equipment for the activity{ G @ AVWR I {AFIQ ! t 2 a4 (
I 2 Y i NR @rdzious Dfted standard 4, 5 & 9)

Plan displays into organized projects with childrgha I { Ay 3 | t 2 & A.{(pgred&us / 2 y i NR
Ofsted standard 9 &12)

Monitor supplies and inform playleader which need to be purchasedW! OKAS@Ay 3 902
Well-. SA.y3Q

Attend meetings to ensure everyone is briefed on up and coming projects and to meet after the

event to discuss successes and failures. Monitor activities and record successes and failures for
futureuse& W! OKA S@A y 3 SoAGERmauY Offled sté&htlafd 9 &12)

Operate within the health and safety policies of the centre, produce daily health and safety checks,
recorded, filed, and report incidents that can not be resolved on the spot to the playle#ider) & A y 3
{FFSQ2 W! OKA S @ASARravid2 Qfdey dtaDdard B)f f

Attend staff meetings and trainilg W! OKA S @A y 3 SOAGE@@auY ®ffled st&ntlafd 1)
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Position:Play worker (grade 1) No accreditation continued

Administer kitchen duties and foodstuffs according to qualificatién. SAy 3 | S f 1 K2 QX Ww! O
Economic Well S A (@r8vious Ofsted standard 8 & 9)

Administer first aid according to qualification and monitoreder as required via playleader,
W{GFreAy3 {ITSQ> W! SKFErBvduisOBteds@RIFR7TRO0O 2 St

Develop personal knowledge of child protection, by accessing training, personal development,

written information and peer support!{ G F @ Ay 3 { I FSQ3 WY.L GRApEBEOHIUY I 902y
Ofsted standard 13)

Work to agreed policies and procedukes W! OKA S@A Yy 3 SHAG2HR YA O 2 St f

Gather evidence in several forms of above procedures for the purpose of OFSTED inspections and in

LI NI A Odzf ENWH OEASDAGEHSAG2HR YA O 2 St

lye 20KSNJ RdziASa 6A0GKAY GKS LISNE2YQA oAt AGASE F
W1 OKAS@PAYy3 98RyATAO 2 St f

CKAA LRairAdAiazy gAff NBIljdZANE (G(GKS RS@St2LIYSyid 27
{GFr3a38Q 069, C{0X hFTaGdSR {GFryRIFENRAZ ISIfdK FyR a
Protection, Company policy and procedufes W! OKA S@A Yy 3 SAGZH2 YA O 2 St

This position and job description is to be reviewed at six monthly periods to ensure standards are

met and maintained?! OKAS@AyYy 3 -9ORYyAWAO 2 St f

Position:Play worker (grade 2) NVQ2 or equivalent
Responsible toDirector/playleader

As play worker (grade 1) no accreditation plus:

Administer the daily running of Kidzone includilg OKA S@Ay 3 -98RyATBAO 2 Sf f

Taking telephone messages, making written documentation, passing messages on to the relevant
parties, acting on information and correct filing of messagé¢ OKA S@Ay 3 9 SAYWANEO 2
W{dGreAay3a {IIFSQ

Liaising with official and uafficial visitors, making written documentation, passing messages on to

relevant parties, acting on information and correct filing of idit OKA S@Ay 3 9 8RyAVNEO 2
W{ G & A. p@vioud Ofsdstandard 6)

Liaising with parents, dealing with their questions, taking payments, documenting all information on
relevant forms, passing messages on to relevant parties, acting on information and correct filing

W OKASGAYy 3 -962Yy AUX OY{plickis\Ofsid stahdars 6)

To ensure that all documents are filed corredly OKA S@Ay 3 9802y A¥XOWE SERAY 3
Ensure all documentation is correctly filled out with all information included, if some information is

absent then arrange to get the informatioh! OKA S@Ay 3 -9BORYyATXOWE SERAY 3T { |
Security of cash tins, filing system, office, fire exits, windéWwsOKA S@Ay 3 -9 ORYATAO 2 St
Report health and safety issues of the children and staff to playleader for recodind K A S @A y 3
EconomicWell SAy3Q> w{aleAy3a {IIFSQ

Gather evidence in several forms of above procedures for the purpose of OFSTED inspections and in

LI- NI A Odzf WU QIKKASS @0y, T{OSR Yy A¥A O 2 St €

CKAA LRaAdAzy gAff NBIAANS (y2¢ftSR3IS 2F (GKS WOl |
Health and safety regulations, Fire risk assessment, Child Protection, Company policy and
proceduresV! OKASGPAy 3 -98RYyAWAO 2 St f

This position and job description is to be reviewed at six monthly periods to ensure standards are
met and maintained?! OKA S@Ay 3 -9ORYyATAO 2 St f
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Position: Playleader/Playworker NVQ3 or equivalent
Responsible toDirector/partner
Responsible forPlayworkers grade 1 & 2

As Play worker (grade 2) NVQ?2 or equivalent plus:

Manage playworkers in the centre and off sitld OKA S@Ay 3 -9ORYyATAO 2 St f

Manage health and safety of centre and std OKA SPAy 3 -9ORYyAPAO 2 St f

Ensure all health and safety issues are recorded correctly and where necessary information is
passed on to relevant parties, parents, director, statutory bot#ldss OKA S@Ay 3 -9ORyATAO 2
Organise and gather correct information from administration for distribution to and from; parents,
children, staff and other bodie¢! OKA S@PAy 3 -9ORYyABAO 2 St f

Ensure security of buildings and equipméht OKA S@Ay 3 -98RYyA®A O 2 St f

Manage operation within agreed polices and proceditds OKA S@Ay 3 -9ORYyAWAO 2 St f
Oversee the kitchen duties and foodstuffld OKA S@Ay 3 982y ATAO 2 St f

Organize diaries, liaise with other members of staff weekly events, requirements, and arrange
sourcing of material’! OKAS@Ay 3 902y A¥AO 2 St

Liaise with Director and Lilliput about new projedtd OKA S@Ay 3 -9ORyA¥AO 2 St
Develop and maintain positive, strong parent/carer relations using available and required
informationW! OKAS@GAy 3 902y A¥XOWEEEEAYT {I FSQ

Gather evidence in several forms of above procedures for the purpose of OFSTED inspections and in

LI NI A Odzf MNJOKKMS Ry AC{9OBRY ATA O 2 St f

CKAA LRAAGAZ2Y 6Aff NBIdZANBE O2YLINBKSyaAgdS (1yz26ftS
Ofsted Standards, Health and safety regulations, Fire risk assessment, Child protection, Company
policy and procedured! OKA S@Ay 3 -90RyAWAO 2 St f§

This position and job description is to be reviewed at six monthly periods to ensure standards are
met and maintained¥! OKA S@Ay 3 -90RyA¥AO 2 St f
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Position: Administrator
Responsible toDirector, Partner, Play leader.

Manage administration of the all the centres.

Up date invoices/statements (weekliy! OKA S@PA y 3 9 6 R ypWouOfsted dtahdard

12)

Create/process debt collection (as requiréd) OKA SPAy 3 -9ORYyATAO 2 St f

Up date term/holiday registers (weeklyy’! OKA S@Ay 3 9 GAyWE@lod Ofstedf f

standard 12)

Create/process meeting agenda/minutes (as requitdd) OKA S@Ay 3 -9ORYyIATAO 2 St f
Up date/maintain filing system to OFSTED standards (as req4tedD KA S@A Yy 3 9 ORYyATAO 2
(previous Ofsted standard 14)

UL RFGSKYFAYGEAY OKA fUR NIYAGRS ANKESO 20Ny 29 250 WNBE] tdBA ANES
( previous Ofsted standard 14)

Up date/maintain staff records (as requiredj! OKA S@Ay 3 9 SAWAOEO WY Siff i@ A y 3
(previous Ofsted standard 1)

Create/process booking forms (as required)! OKA SPA Yy 3 9 SAWAXEO Y Sifl 2@ A y 3
(previous Ofsted standard 12)

Up date/process/maintain change of customer details/use of centres (as requitedd)OK A S@A y 3
EconomicWell SAyYy 3Q3 WY{pielicks\Ofsikd ftahdar8 1)

Process information accurately from/to staff, manager, playleader, custollérsOKA S@Ay 3 9 02 y':
Wel-. Ay 3QS W{pevicks\Qfsid dtahdar @)

Produce reports/information as require by manageméht OKA S@Ay 3 -90RyATAO 2 St f
Collate/produce information for newsletterd! OKA S@A Yy 3 9O Q2 , WA VA AR6&IGL |

/ 2y i NR. (pomiiohs20fs@d standard 12)

Back up all sensitive information in case of damaged/tieft OKA S@Ay 3 -9 ORYyATAO 2 St f
Ensure all sensitive information is kept securely and access is by authorised personnel only

WY OKAS@AYy3a -96RYyATAO 2S¢t f

Manage administration of health and safety of centres and sites.

Ensure records are up to datt! OKA S@GAy 3 9 GCAYyAWNE O Wi(Hdvidus @f@ed{ | FSQ
standard 6)

Documents requiring precise procedures are current and up dated, accident ‘MO KA SO A y 3
EconomicWell SAy 3 Q> W{dGlreAy3a {I FSQ

Information is to current legislatio! OKA S@A y 3 -9 8 2. yp@@EbusiDfstedstandard 6)

Produce reports/information as required! OKA S@Ay 3 9 GAyFR@lo Ofstedf f

standard 6)

Records are stored and maintaingl OKA S@A y 3 -9 6 2. yp2@EblsiDfstedstandard 6)

Support director and playleaders in their role with accurate, clear information and where required

ensure informationisup to dat¢’! OKA S@Ay 3 9ORYyIAPAO 2 St f

CKAA LRAAGAZ2Y gAff NBIdZANBE O2YLINBKSyaAgdS (yz26ftS
Ofsted Standards, Health and safety regulations, Fire risk assessment, Child protection, Company
policy and procedure®! OKA S@AyYy 3 -90RyATAO 2 St f

This position and job description is to be reviewed at six monthly periods to ensure standards are
met and maintained?! OKA S@Ay 3 9802y IATAO 2 Sf f§
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