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Dear Parent/Carer


The staff at The Awsworth Out Of School Buzy Kidz Club Service would like to extend a warm welcome as you and your child(ren) join our group.


We hope that this Handbook will provide useful information about


our Out of School Care Service. If you have any questions, concerns or require further information please feel free to speak to a member of staff. During your stay with us we will ensure that a happy and successful partnership is established between all staff, parents/carers and children.





The Service


The Out of School Services (‘Service’) provided at the Awsworth Primary and Nursery School is currently registered with Ofsted as a 24 -place Out of School Care provision.  The Services will be available to all children from ages Nursery years 3 to 12 years.





The Service was established due to the need for parents/carers in the local community to have a safe place for their children after school hours, before they return home from work or study.





The Service is being managed by the Awsworth Schoolhouse Day Nursery sited across the road from the main school building. In order to offer complete wrap around care services, the Day Nursery provides the Breakfast Club and Holiday Club aspects of the Service at the main Day Nursery building, as these cannot be located at the school due limitations on opening hours at the School site.





The Service aims at providing high quality affordable childcare in


a safe, stimulating and welcoming environment, that is flexible to meet the needs of the working/studying parent/carer. Children can be booked  on  a regular or occasional basis, as is necessary and required. There is no minimum requirement for sessions.





The Staff


The Awsworth Out of School Service have a quality team of staff who are committed to ensuring that your child has access to a wide variety of opportunities, stimulating experiences, and support to develop their skills and talents in order to help them reach their full potential.





All staff hold a recognized qualification in childcare and education (NVQ 3 and NVQ 2) and are continually developing their personal and professional development. 








Operating Times


An After School Service is provided at the Awsworth Primary and Nursery School site with Breakfast Club and Holiday Care at the Day Nursery site.





Term-Time 	Monday - Friday 		3.30pm - 6pm on School Site


						6.00pm – 6.30pm Day Nursery site





Holiday Care				7.15am - 6.30pm 	Full Day


In-service Training Days			9am – 4pm		School Day





						7.15am – 1pm	Half Day


						1pm – 6.30pm	sessions





Periods of closure 			Christmas/New Year 1 week 


All Bank/Public Holidays





The Programme


Our programme is intended to provide a variety of age appropriate activities including arts/crafts, sporting activities, games music, quiet book corner, computing, play station 2, trips and outings.





Staff offer well-supervised structured and non-structured activities throughout the session based on the children/young peoples interests. The children will be encouraged to be involved in the planning of all activities on a weekly basis.





During the school term our experienced childcare staff will collect the children up from school at a designated named location within the school – The School Office.





The children will be provided with a nutritionally balanced snack consisting of a selection of sandwiches, fruit,  cakes and biscuits prepared by the Nursery Cook.





The children will be kept entertained with a wide variety of age and stage appropriate activities and experiences to choose from until parents/carers come to collect them from the school site until 6pm. From 6pm any children will be taken across to the Day Nursery site to await collection by parent/carer until 6.30pm. The children will walk the short distance supervised by the Staff to the Day Nursery site as the school site closes at 6pm.





During school holidays and in-service days parents/carers will


be responsible for dropping their child off at the Day Nursery site.





Although children will be provided with a variety of nutritionally balanced meals/snacks at different times throughout the day, parents will be required to supply their child with a packed lunch each day. During this time there will be a wider variety of activities and experiences for the children to choose from, additional opportunities to attend various trips each week to places of interest. Trips planned include bowling, cinema, soft play areas, parks, and museums.





Costs


The cost of the Service and Care services are 





Breakfast Club 			£3


7.15am – 8.45am Breakfast included


(at Awsworth Schoolhouse Day Nursery)





After School Club 			£6


3.30pm – 6.30pm Tea included


(at Awsworth Primary and Nursery School)








Holiday Care


Full Day 7.15am- 6.30pm		£21.50


Breakfast and Tea included


£2 additional cost if packed lunch/dinner to be provided by the Awsworth  Schoolhouse Day Nursery





School hours 9am – 4pm		£15.50


Tea included


£2 additional cost if packed lunch/dinner to be provided by the Awsworth Schoolhouse Day Nursery





Morning Afternoon Sessions 7.15am – 1pm/1pm – 6.30pm	£11.50


Breakfast/Lunch or Lunch/Tea provided





(Holiday care provided at the Awsworth Schoolhouse Day Nursery site)








Differing childcare sessions may be possible – please contact the Nursery staff to discuss individual requirements. 





























OUT OF SCHOOL SERVICES AIMS, POLICIES and PROCEDURES





In order to ensure smooth running of the Out of School Service and that Staff and Parents and all Children utilising the Service are familiar with the aims, policies and procedures in place – we have provided these to all parents.  On booking a place for the use of any  aspect of the Service it is the parents/carers responsibility to ensure that they are familiar with,  have read, understood  and  fully accept the policies and procedures below.





Procedures for Utilising the Service





Payment of fees


Fees for the week must be paid preferably in advance of your child attending the service i.e. the Friday prior to the week you wish your child to attend, but certainly no later than one week after attending. 


If the services are used on an adhoc occasional basis, fees must be settled by the end of the day that your child has attended the session and certainly no later than the end of the week after attending.


Fees are usually reviewed annually with parents/carers being usually given 1 months notice of any change in fees. However if economic factors are such that the viability of the Nursery business is at issue then the Nursery Director reserves the right to increase Nursery Fees as necessary but this will be limited to a maximum of twice annually.


Standing order payments can be arranged and would be the preferred method of payment.


If arrears continue after 2 weeks of attendance then regrettably we would ask for you to cease attendance of your child until all arrears have been cleared.


Support by parents/carers in prompt payment of fees is appreciated. An external debt collection agency is used for the collection of outstanding debts, which can in the process of reclaiming funds lead to county court judgments.





Absence


If for any reason your child is going to be absent from the Out of School Care Service, after a booking has been made and accepted the Staff must be notified prior to 11.30am on the day of your child’s absence. Please keep a copy of the Services telephone number with you at all times. 





Our telephone number is 0115 9444114/07956333662.





Failure to inform the Staff of the absence of the child after  this time will incur the booked  session fee as staffing costs have to be met.


Collection of children


The Service must be notified of the person(s) authorised to collect your child and we must have  written notification of the name and  nature of relationship of  the person(s)  to your child 


Children will not be released to anyone under the age of 16 years. The person collecting your child must sign the daily register before leaving the premises.


If you are going to be late for your child please contact the Out of School Care Service as soon as possible on the mobile telephone number 07956 333662.


If parents/carers are late in collecting their children more than twice in a one-month period there will be an automatic surcharge of £5 added to their fees to cover the cost of staff overtime.





In the event of your child not being collected before 6.30pm, we will endeavor to contact yourself and/or emergency contact. If after a reasonable time (half an hour) we are unable to trace either person or there is a refusal to collect the child, as a last resort we will contact Social Work standby who will then become responsible for the care of your child.





Registration


When you register for the service you will be asked to complete a


‘Registration Form’ that can be obtained from the School Office or the Staff onsite. This information necessary and required is confidential and will remain locked up at all times on site where the Service is provided. The following information is requested and must be provided/completed.





The Service must be informed at the time of Registration of any medical condition that your child may have. Parents/carers will be required to complete documentation to enable administration of prescribed medication. All medication must be given over to a member of Staff for safe storage whether this is School Staff who will need to inform the Out of School Service staff during the Out of School Service time.





It is important that we have as much information on your child as possible. If your child has a special dietary requirement or allergy please inform a member of staff so that this information is recorded and passed on to other staff members to ensure your child’s needs are met accordingly.





Parents should name the emergency contacts at the time of Registration. The emergency contacts should be people known to you, who are willing to collect and care for the child if he/she becomes unwell or has an accident. If your child becomes unwell or has an accident, the parent/guardian will be contacted in the first instance. If we are unable to do this then we will contact the authorized emergency person(s) to come and collect your child.


Sickness and Medical


Parents/carers of children must ensure that they provide and keep up to date for the out of school staff  an emergency contact number in the case of emergency situations that may occur at the out of school site and the child needs to be taken away from the premises as a matter of urgency.


Parents/carers are responsible for making the out of school staff aware of any medical conditions and allergies that require medication, particular observation or any other attention.


Staff cannot undertake the care of sick children, in particular those with infectious diseases, diarrheoa, vomiting and high temperatures. It is not conducive to the health of the Nursery Staff or the other children attending the out of school service to be exposed to these unnecessarily.


Nursery staff are vunerable and do contract illnesses from children they care for, as do other children attending the out of school service. As a result and in order to comply with Health and Safety Policies, and maintain essential children: staff ratios, the health of the out of school  Staff cannot be compromised by caring for children with any suspected illnesses. Any child with suspected illness will need to be taken away from the out of school site.


 Parents must ensure that they are able or a contact person can arrive at the out of school site no later than one hour after they have been informed of the child’s illness.  It is not conducive to the ill child and other children/staff to be exposed to children who may have infectious conditions. 


UNWELL CHILDREN NEED TO BE AT HOME WITH THE PARENTS/CARERS. Out of school staff will be flexible and understanding to the needs of the working parent/carer, with Staff follow the ‘Child Sickness Protocol’ that states that 


Contact with parents/carers will be made in the first instance following any symptoms of the child being unwell.


Administration of appropriate medication if necessary provided that written permission by the parent/carer is obtained. 


Monitor the child over the next hour.


If no improvement in child’s condition the parent/carer/nominated person is expected to collect the child within one hour of informing them


For conditions such as diarrohea, vomiting, suspected infectious disease, then the child will be expected to be collected by the parent/carer/nominated person within the hour. The above protocol does not apply. The following guidance is used by out of school Staff to assist them to make the decision to contact parents/carer/nominated person. Guidance for timeframes for this has been obtained by discussion with a GP and guidance from the Department of Health.











ILLNESS�
RECOMMENDED PERIODTO BE KEPT AWAY �
�
Chickenpox�
7 days from onset of rash – it is necessary to wait until all  spots have healed or scabbed�
�
German measles�
5 days from onset of rash – child is most infectious before the diagnosis is made and most children should be immune due to immunizations. �
�
Hand, foot and mouth disease�
5 days after diagnosis made by GP�
�
Impetigo�
Until lesions are  healed – Antibiotic treatment is necessary�
�
Measles�
5 days from onset of rash�
�
Ringworm�
3 days after treatment has been initiated. Anti fungal treatment by GP necessary. �
�
Scabies�
Until treated �
�
Scarlet Fever�
5 days from commencing antibiotics�
�
Diarrhoea  and/or Vomiting (with or without a specified diagnosis)�
Until diarrhoea and vomiting has cleared for a minimum of 24 hours. Period of exclusion varies according to length of time illness clears. �
�
Conjunctivitis�
Until treated with medication by GP and treatment commenced for at least 24 hours prior to return to Nursery – Medicine must be brought to Nursery to be administered by Nursery Staff�
�
Head Lice�
Until treated and live headlice eradicated – medication or wet combing method�
�
Mumps�
5 days from onset of swollen glands – child most infectious before diagnosis is made�
�
Threadworms�
Until treatment with medication by GP �
�
Other Illness�
Exclusion period will depend on illness and guidance from GP�
�












The Out of School Staff reserves the right to refuse admittance to any child who appears unwell on arrival at the Out of School Service.


The Out of School Service cannot be held responsible for any child contracting any of the common diseases, such as a cold, flu, chicken pox etc.  


The Out of School Staff cannot administer pain relief without the written consent of the parent/carer on the day of attendance of the child at the Out of School service site. Forms are available for this on request but parents/carers may provide the Staff written permission together with the medicine to be administered, dosage, time to administer and other relevant data on the day of their child’s attendance at the Out of School site.


If a child becomes unwell after arrival at the Out of School, the  Staff cannot administer pain relief without parents/carers written permission.  The parents/carer/person nominated as the emergency number will be contacted and asked to collect the child as soon as possible.


If Senior Nursery Staff feel that a child is in immediate need of further medical aid they will be taken immediately to the appropriate facility by ambulance or staff 


transport.  In such circumstances parents/carers will always be informed prior to this.  However, special consent from the parents/carers is necessary to allow for the  Out of School Staff to obtain treatment without delay, which may include surgery recommended by a doctor or dentist for any acute condition of alleviation of pain. 


Senior Staff observed by one other staff member will administer medicines. The medicine, dosage, time and quantity will be logged into the Medicine Book, signed by both staff members and then shown to the parent/carer when they collect the child at the end of the  session.  The parent/carer will be asked to countersign the book to confirm that the medicine was administered.


Prescribed medicines can only be administered to children with parent’s/carers written permission. A form is available for parent/carers to complete and hand in to a senior nursery staff member/or the Office staff at the Awsworth Primary and Nursery School, on the first day of administration of the medicine. Parents /carers of children with identified medical need such as asthma, febrile convulsions etc, will also need to complete a medicine form, but this will be kept on record for reference purposes, as and when there is the need to administer appropriate medication.


In all instances the named medicine, previous dosage time, dosage, time and quantity will be logged into the Medicine Book, signed by both staff members and then shown to the parent/carer when they collect the child at the end of the session.  The parent/carer will be asked to countersign the book to confirm that the medicine was administered.





Nursery Outings


All children attending the Out of School Service will at some time or another be taken on outings from the premises.  This can range from just a walk near the Premises, to the use of public/ Nursery transport to go into Nottingham/Derby/Ilkeston to access services from visiting the library to swimming to going to the cinema/pantomime.  The Out of School Service is covered for such activities through the Employers’ Liability Insurance, and the Senior Staff/ Manager will ensure that


The ratio of 1 adult to 8 children will be observed although we will encourage additional volunteers e.g. students, parents, to accompany the Nursery staff.


At all times on any outings a minimum of two staff members with one of these being a qualified member of staff.


Only those Staff that are confident of taking children on any outings will be allowed to take children on outings. This includes school drop off/pickup service. These staff will have been provided with training, guidance  and support of  Policies and Procedures by the Nursery Manager before being allowed to escort children on outings.


At least one staff member will have a mobile telephone switched on so that they may be contacted at any time by the Nursery Manager.


For excursions taken away from the Out of School Service premises such as trips into Nottingham/Ilkeston, permission will be sought from parents/carers prior to these trips.


For excursions taken away from the Out of School Service Premises such as into Nottingham, contact details for parents/carers will be taken on the trip.


For excursions taken away from the Nursery Premises such as into Nottingham, a First Aid box containing basic first aid equipment will be taken.


All Nursery vehicles used for transporting children out and about will be insured for this purpose. All children will be securely belted in and car seats will be available for use by the children.


Wrist straps may be used with younger children for any outings including school pickup/drop off service.


Written permission is necessary from parents/carers for any excursions including school pickup/drop off service before Nursery Staff can take out children.








Parental help


Parents are made welcome at the Out of School Care Service atall times. If you can help us out in any way by sparing some time to help out in the project, ideas on trips/outings and activities,fundraising etc this would be much appreciated.





Lost property


Unfortunately staff cannot be held responsible if your child loses any items, such as clothing, money, toys etc while attending the Out of School Care Service. We would really appreciate if you could speak to your child about taking good care of their own belongings, for example, putting their school jumper in their bag. Since many of the children’s school clothes look the same it may be helpful to label your child’s clothing/belongings so that they can easily be identified.





Information


The staff team will keep you up to date with all aspects of our work through monthly news letters, notice board, letters, and by prescheduled formal discussions, and informal discussions as you bring or collect your child from the Out of School Care Service.





Staff will do their best where necessary to provide all information in other languages or form of communication.














Aims and Policies of the Service





The Aim of the Awsworth Out of School Buzy Kidz Club Service is to provide children/young people with opportunities, stimulating experiences, and support to develop their skills and talents in order to help them reach their full potential.





To that end the Out of School Care programme will


· Be open to all  children of parents/carers in the local and neighbouring areas who wish to utilize the Services offered.





· Provide Before/After School Care and Holiday Care to children of school age up to 12 years.





· Provide consistency of care to each child/young person as an individual


in a safe, stimulating and welcoming environment, which represents the


home cultures of all the children.





· Provide a wide variety of age and stage appropriate educational and


recreational fun focused activities, for example, art/craft activities, sports,


music, games, baking, quiet book  area, computing, special interest areas,


trips and outings to local places in the community and beyond.





· Provide nutritionally balanced snacks.





· Act as a link between the home, school, and Out of School Care Service.





· Promote self-esteem, dignity, privacy, independence, choice, social


acceptable behavior, and the development of interpersonal relationships.





· Establish and maintain partnership with employees, volunteers, students,


parents/carers, local community, other agencies, and the children/young


people themselves.





· Ensure that all staff have a recognised qualification in childcare and


education, and continue personal and professional training and


development.





· Meet all relevant legislation applying to it.





· Take account of local, national Statutory Out of School Care guidance from Ofsted in its activities.





· Promote Policies and Procedures that promote its Aims in practice, and


make these known to all staff, students, volunteers, parents/carers, and


children/young people.











Admission Guidelines


The  Out of School Care Service welcomes applications from


parent/carers of children/young people of school age up to 12 years who attend Awsworth Primary and Nursery School and other local schools (please ask for details)





Our admission policy is governed by the following principles:


· Allocation of places is based on equality and fairness.


· Places are initially offered in order of application. The waiting list is


operated on a first come first served basis.


· We will work in partnership with parents/carers in caring for children/young


people. Staff have both the time and the training to welcome


parents/carers, children/young people to the Out of School Care Service.


· Parent/carers will be provided with sufficient information about the service,


and it’s operation to enable parents/carers, children/young people to make


informed choices about the service provision. Parent/carers will be


required to make at least one pre-admission visit with their child prior to


taking up a place.


· At the beginning of the term the Senior Staff in Charge will inform parent/carers


of all aspects of the service offered, and every parent/carer will receive a


copy of the Out of School Care Service handbook. This will include Health


and Safety, daily routines, staff/parent/child relationships, behaviour


management, activities, record keeping etc.


· Individual needs will be discussed. This will include allergies, medication,


special dietary requirements, interests, likes, dislikes and the child/young


person’s home circumstances, (if the parent/carer feels this information is


relevant).


Confidentiality will be adhered to in all aspects regarding this document








Equal Opportunities Policy


General Statement


Awsworth Out of School Service supports the principle of equal opportunities in employment and service provision. We oppose all forms of unlawful or unfair discrimination on the grounds of race, colour, nationality, ethnic or national origin, religion, marital status, gender, disability or age. Our aim is to provide and promote equality of experience and opportunity for those adults and children who use our service or work to provide them.





Out of School Care Policy


The Awsworth Out of School Care Service seeks to provide a non-racist, non-sexist environment in which children/young people are encouraged to celebrate their own culture and that of others.





In terms of the day-to-day running of the Service this means that we will ensure that





· Staff use non-sexist and non-racist language at all times.


· Staff will use positive language, which does not stereotype or categorise male and female roles and behaviour, for example, girls can be builders and boys can be nurses.


· Sexist and racist talk is to be discouraged in the Out of School Care Service and it will be challenged if and when it arises.


· Language is used which promotes an anti-racist ethos within the Out of School Care Service, for example, welcome signs in a variety of languages, dual language story books where appropriate.


· There are a wide variety of toys and resources, which do not stereotype race or gender.


· Activities are not gender specific and all areas, activities and resources are available to both boys and girls.


· All children/young people are encouraged to participate in tidying up.


· Books, toys and equipment promote non-stereotyped, positive male and female roles.


· Multicultural festivals are celebrated within the Out of School Care Service and phrases, language and information used is accurate. Where appropriate parents from different ethnic backgrounds will be encouraged to participate in these activities.











Behaviour Management Policy


At the Awsworth Out of School Care Service we aim to provide a safe, secure and caring environment where children/young people learn to respect each other and the adults who look after them. We believe that part of a child/young person’s experience of Out of School Care is to learn appropriate behaviour in a social setting, which will ultimately leads to self-discipline.





Children/young people will be encouraged to follow a behaviour code, which will preserve the safety and well being of all:





Acceptable behaviour 			Unacceptable behaviour


Show respect to all club users 		Swearing or Use of abusive language


Value each other 				Bullying or threatening others


Listen to others point of view 		Use or threatening physical violence





We do not believe in the concept of punishment, therefore we do not have a


naughty chair or corner or any other form of sanction, which may demean or


humiliate a child/young person. Children/young people are never labeled


‘bad’ or ‘naughty’. Disapproval is always focused on the behaviour and not the


individual.








Children/young people are helped to develop a sense of right and wrong.


This involves praising acceptable behaviour and encouraging positive


interactions as well as intervening to deter disruptive or anti-social behaviour.





It is our aim to guide children/young people by example and by explaining why


certain kinds of behaviour are unacceptable. Should a child/young person’s


behaviour prove disruptive, he or she will be removed from the situation to sit


beside an adult for a few minutes, in order to help the child reflect on their


behaviour, calm down and gain control.





Parents/carers will normally be informed of any incidents involving their child


and their views sought on reasons for the behaviour. If necessary longer-term


strategies for helping children overcome behavioural issues will be jointly


developed with staff and parents/carers. If appropriate, and with the


agreement of the parents/carers, the advice of other professionals may be


sought.





The Out of School club accepts children from a number of schools within Nottinghamshire/Derbyshire local education boundaries. Copies of Behaviour Management Policies for individual schools are kept on site, and due regard to the specific policy  of individual schools have been considered within the Awsworth Out of School Behaviour Management Policy - so offering consistency  to the children when dealing with individual behaviour management issues. 








Anti Bullying Policy


This policy is applicable for the Out of School children, (aged from approx 3-11 years of age). 


To prevent the occurrence of any form of bullying, the Out of school club staff  will establish an environment where:





*  Every person feels valued, safe and secure


* There is mutual respect


* Individuals are able to express opinions and know they will be heard


* Differences and similarities between individuals are celebrated





We aim to achieve this through daily routines, personal, group discussion/circle time, special rewards and overall staff awareness of children and their individual knowledge about the needs of the children they care for.





Bullying is defined as the deliberate action which causes others to feel hurt, uncomfortable or unhappy and this is totally unacceptable at Awsworth out of school Buzy Kidz Club.


Any child or the parent of a child who feels that bullying is occurring within the club is actively encouraged to speak to the staff member within the room or any  Senior member of staff they feel comfortable with.


Any bullying which is reported will be investigated by the Nursery Manager with support from the Area Manager/Nursery Director.


The views of those reporting the bullying will be respected and they will be consulted over any action to be taken.


The club recognize that each situation is different and the procedures adopted will depend on the circumstances, and with respect to the age of the child(ren) involved.











Confidentiality Policy


The Awsworth Out of School Service’s work with children/young people and families brings us into contact with confidential information.





To ensure that all of those using and working in the Out of School Care Service can do so with confidence, we will respect confidentiality in the following ways:


· Parents will have ready access to the files and records of their own children, but will not have access to information about any other


child(ren).


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


· Information given by parents/guardians to the project manager or key worker will not be passed on to other adults without permission.


· Any anxieties/evidence relating to a child/young person’s personal safety will be kept in a confidential file and will not be shared within the group except with the child/young person’s key worker and the Nursery Manager.


· Workplace students observing in the project are advised of our confidentiality policy and are required to respect it.





All undertakings above are subject to the paramount commitment of the Out


of School Care Service, which is the safety, and well being of children/young


people as individuals in their own right. “See policy on Child Protection”














Complaints Procedure


If you have a concern or complaint about any aspect of the Out of school Care Service and/or your child’s care while attending the project, you should feel free to bring this to the attention of a member of staff. You have the right to expect the member of staff to take your comments seriously and to either deal with the issue immediately, if appropriate, or bring it to the attention of Senior Staff in charge of the Out of School Services – Sam Sargent





Formal Complaint


If you feel that, having brought the situation to the attention of staff, no action


has been taken, or you are unsatisfied with how your complaint was dealt


with, you may make a formal complaint. To do this you should put your


concerns in writing to Sam Sargent – Area Manager, Awsworth Schoolhouse Day Nursery. The Lane, Awsworth, Ng16 2QQ. You have the right to expect a written reply within 10 days of making your complaint and a record will be kept of your


complaint and the action taken to address it.





Further Action


If, after taking the above steps, you are still unsatisfied with the outcome, you


may make a written complaint to:


Mrs S Khan – Director,Awsworth Schoolhouse Day Nursery,The Lane,Awsworth,Nottingham,NG16 2QQ,who will investigate the matter and attempt to find a satisfactory resolution.





If you have not had your complaint dealt with to your satisfaction please contact:


Ofsted for further advice and information. They can be contacted at the following address. Ofsted, National Business Unit, Royal Exchange Buildings, St Ann‘s Square, Manchester, M2 7LA. Help Line Number 08456 404040








Special Educational Needs Policy


Staff at the Awsworth Out of School Care Service will make every effort to ensure a child/young person’s needs are at the centre of policy and decision making, so that the child/young persons needs are routinely taken into account when framing  and implementing educational policies.


To that end we will:


· Ensure equal access to the Out of School Care Programme for children


with special educational needs.


· Be flexible and responsive to every child/young person’s individual needs.


· Provide a broad and balanced programme of activities, which supports


each child/young person as an individual, and help him/her to develop to


their full potential.


· Identify the child/young person’s special educational needs through consultation with parents, staff, and external agencies.


· Promote positive strategies to help support the child/young person’s learning and development.


· Allocate the child/young person to a key worker. This is a member of staff responsible for planning, recording, and evaluating the child/young person’s progress.


· Ensure that all children are challenged appropriately through careful planning and staff interaction.


· Promote effective links and good communication with all parents/carers


and other professionals.


· Implement national, local, and the Out of School Care Network guidelines with regards to children/young people who have special


educational needs.


· Access training for all staff to increase their skills and knowledge to support children/young people with special educational needs.











Health and Safety





“The Policy of Awsworth Out of School Service is to provide and maintain safe and healthy working conditions, equipment and systems of work for all our employees, volunteers and people who use our service, and to provide such information, training and supervision(as applicable) 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.”





Accidents


All accidents must be reported verbally to the Senior Staff in charge – Sam Sargent. All accidents no matter how minor must be recorded in the accident book, which is kept with the First Aid Box in a Folder in a  locked cabinet..





First aid


The main first aid kit is located within the Schools First Aid Room near the main office and a smaller one in each room. All staff are trained in first aid procedures.





Fire


Our fire procedure is clearly displayed on the information notice board


detailing all exits and location of fire extinguishers. It should be your main


priority to exit the building in the event of a fire.





General


Copies of the Health and Safety Policy are readily available and are also on display in the parent’s notice board room. Please familiarise yourself with


them. Any suggestions you may have regarding health and safety can be


discussed with Sam Sargent.











NO SMOKING POLICY





The Sites offering the Out of School Services operate a NO SMOKING policy within the  buildings. Staff members are not permitted to smoke on the premises and we ask parents/carers to respect this policy also.





Safeguarding Children Policy





Statement of Intent


The Out Of School Service wants to work with children, parents and the community to ensure the safety of children and to give them the very best start in life.





Aims


Our aims are to:


create an environment in our Out Of School Service which encourages children to develop a positive self image, regardless of race, language, religion, culture or home background;


help children to establish and sustain satisfying relationships within their families, with peers, and with other adults;


encourage children to develop a sense of autonomy and independence; 


enable children to have the self confidence and the vocabulary to resist inappropriate approaches; and


work with parents to build their understanding of and commitment to the welfare of all our children.





The legal framework for this work is:


The Rehabilitation of Offenders Act


The Children Act 1989 & 2004


Human Rights Act 1998


Data Protection Act 1984


The Protection of Children Act 1999





Liaison with other bodies


We work within the Local Area Safeguarding of Children Board (Nottinghamshire and/or Derbyshire) guidelines.


We will  a copy of the Local  Area Safeguarding of Children Board Guidelines available for staff and parents on site.


We notify the registration authority (Ofsted) of any incident or accident and any changes in our arrangements which affect the well-being of children.


We have procedures for contacting the local authority on child protection issues, including maintaining a list of names, addresses and telephone numbers of social workers, to ensure that it is easy, in any emergency, for Out Of School Service Staff and Children and Young Persons Department (previously known as Social Services), to work well together.


Records of the local NSPCC contacts are also kept.


If a report is to be made to the authorities, we act within the Local Area Safeguarding Children’s Board guidance in deciding whether we must inform the child's parents at the same time.








Methods


Staffing and volunteering


We have named person(s) who include the Area Manager and the Out Of School Service Manager of the Out Of School Service who with support from the Out Of School Service Director coordinate any child protection issues.


We provide adequate and appropriate staffing resources to meet the needs of children. 


We provide extensive Staff Induction Procedure to all new staff with emphasis on the in house Child Protection Policy and guidance provided by the Local Area Safeguarding of Children Guidance (Nottinghamshire and Derbyshire). All Policy and Procedures are located in the Out Of School Service Office.


All Out Of School Service Staff are provided with Child Protection training in the first year of permanent employment at the Out Of School Service so that they are able to recognise the signs/symptoms of children at risk of child abuse/neglect.


All Applicants for posts within the Out Of School Service are clearly informed that the positions are exempt from the Rehabilitation of Offenders Act 1974. Candidates are informed of the need to carry out checks before posts can be confirmed. Where applications are rejected because of information that has been disclosed, applicants have the right to know and to challenge incorrect information.


We abide by Ofsted requirements in respect of references and police checks for staff and volunteers, to ensure that no disqualified person or unfit person works at the Out Of School Services or has access to the children. 


Volunteers do not work unsupervised.


We abide by the Protection of Children Act requirements in respect of any person who is dismissed from our employment, or resigns in circumstances that would otherwise have lead to dismissal for reasons of child protection concern.


We have procedures for recording the details of visitors to the Out Of School Service site.  


We take security steps to ensure that we have control over who comes into the Out Of School Service site so that no unauthorised person has unsupervised access to the children.





Disciplinary Action


Where a member of staff or a volunteer is dismissed from the Out Of School Service or internally disciplined because of misconduct relating to a child, we notify the Department of Health administrators so that the name may be included on the List for the Protection of Children and Vulnerable Adults.





Training


We seek out training opportunities for all adults involved in the Out Of School Service to ensure that they are able to recognise the signs and symptoms of possible physical abuse, emotional abuse, sexual abuse and neglect and so that they are aware of the local authority guidelines for making referrals. We ensure that all staff know the procedures for reporting and recording their concerns in the Out Of School Service.





Planning


The layout of individual Units within the Out Of School Service attempt to  allows for maximum supervision by other individuals within the room. Staff will not be left alone for long periods with individual children or small groups.  Where children need to spend time away from the rest of the group; if one staff member is within a room on their own;if an adult needs to take a child aside for example for time out after behaviour which needs improvement -  the door of the Units is left ajar.





Curriculum


We introduce key elements of child protection into our foundation stage curriculum, so that children can develop understanding of why and how to keep safe.


We create within the Out Of School Service a culture of value and respect for the individual.


We ensure that this is carried out in a way that is appropriate for the ages and stages of our children.








Complaints


We ensure that all parents know how to complain about staff or volunteer action within the pre-school, which may include an allegation of abuse.  


We follow the guidance of the local Safeguarding of Children’s Board (Nottinghamshire and Derbyshire) – currently under review-  when investigating any complaint that a member of staff or volunteer has abused a child.  


We follow all the Out Of School Service’s  in-house disclosure and recording procedures – (provided to all staff on induction and located in the within the Office area) when investigating an allegation that a member of staff or volunteer has abused a child as if it were an allegation of abuse by any other person.


Responding to suspicions of abuse


We acknowledge that abuse of children can take different forms - physical, emotional, sexual and neglect.


When children are suffering from physical, sexual or emotional abuse, this may be demonstrated through changes in their behaviour, or in their play. Where such changes in behaviour occur, or where children's play gives cause for concern, the Out of School Service investigates.


We allow investigation to be carried out with sensitivity. Staff in the Out Of School Service take care not to influence the outcome either through the way they speak to children or ask questions of children. 


Where a child shows signs and symptoms of 'failure to thrive' or neglect, we make appropriate referrals.





Disclosures


Where a child makes a disclosure to a member of staff, that member of staff: 


offers reassurance to the child;


listens to the child; and


gives reassurance that she or he will take action.


The member of staff does not question the child 





Recording suspicions of abuse and disclosures


Staff make a record of: 


The child's name;


The child's address;


The age of the child;


The date and time of the observation or the disclosure;


An objective record of the observation or disclosure;


The exact words spoken by the child;


The name of the person to whom the concern was reported, with date and time; and


The names of any other person present at the time.





These records are signed and dated and kept in a separate confidential file.





All members of staff know the procedures for recording and reporting.  





Informing Parents


Parents are normally the first point of contact. If a suspicion of abuse is recorded, parents are informed at the same time as the report is made, except where the guidance of the local are Safeguarding Children’s Board (Derbyshire and Nottinghamshire) does not allow this.  This will usually be the case where the parent is the likely abuser. In these cases the investigating officers from the Children’s and Young Persons Department will inform parents.





Confidentiality


All suspicions and investigations are kept confidential and shared only with those who need to know.  Any information is shared under the guidance of the local area Safeguarding Children’s Board (Nottinghamshire/Derbyshire)





Support to families


The Out Of School Service takes every step in its power to build up trusting and supportive relations among families, staff and volunteers working within the  Out Of School Service.


The Out Of School Service will continue to welcome the child and the family whilst investigations are being made in relation to abuse in the home situation.


Confidential records kept on a child are shared with the child's parents or those who have parental responsibility for the child only if appropriate under the guidance of the local area Safeguarding Children’s Board


With the proviso that the care and safety of the child is paramount, we do all in our power to support and work with the child's family.





Accident/Incident Reporting


We are also bound to hold an Accident Book/Home Incident Book.Parents/carers must inform Out Of School Service Staff of any child coming into the Out Of School Service with marks form accidents in the home and have it entered in the Book. All accidents that happen in the Out Of School Service or evidence of accidents from home, not mentioned by the parent/carer are logged in the Accident/Home Incident Book. Parents/carers in both instances will be shown this and asked to countersign the book the same day as the accident occurs before leaving the Out Of School Service.





Administering First Aid


Although qualified first aiders are present in the Out Of School Service they may only administer basic first aid in the following manner. 


Cold Compress for bumps


Warm water and a sterile dressing for bathing cuts and grazes.


Staff are not allowed to place plasters on children in case of allergies, attempt to remove splinters or cut finger/toe nails in case of further damage. If Senior Staff felt that further first aid is needed the parent will be contacted to take the child for further medical attention themselves or in emergencies, Out Of School Service staff will transport the child to a doctor/hospital as stated in the Sickness/Medical Policy.








Safeguarding Children – Useful Telephone Number.


The telephone numbers applicable will be determined by the address of the child that is involved in the concern.





If the concern is for any other reasons – The Emergency Duty Team can be contacted who will direct concerns appropriately.





Nottinghamshire Children’s Social Care Department (office hours 8.30am-5pm)


Broxtowe 			0115 9175800


Ashfield			01623 433433


Bassetlaw			01777 716161


Gedling			0115 8546000


Mansfield			01623 433433


Newark & Sherwood	01636 682700


Rushcliffe			0115 9141500





Derbyshire Children’s Social Care Department (office hours 8.30am- 5pm)


Erewash		0115 9098585


South Derbyshire	01283 238000


NE Derbyshire	01246 348888


High Peak		01457 728888


Chesterfield		01246 347777


Derbyshire Dales	01457 728888


Bolsover		01246 348400


Amber Valley	           01773 728000


Derby                       01332 717118


Buxton                     01298 308000





City of Nottingham Children’s Social Care Department –


(Office hours 8.30 – 5pm)


North - 0115 9151105


South - 0115 9151213


Central - 0115 9151006





Nottinghamshire Emergency Duty Team  (out of hours)  


0115 8447333


Derbyshire Emergency Duty Team (out of hours) 		


01332 717118


Nottingham City Duty Team (out of hours)


0115 9159299





Nottinghamshire NSPCC 	0115 9605481


Derbyshire NSPCC                      01773 744877











PROTECTION OF CHILDREN ACT (POCA) ACT 1999





Childcare Settings must


Check that staff are suitable persons to work with children. This includes checks against the PoCA list as part of the CRB process


Refer names of persons to the Secretary of State for possible inclusion on the PoCA lsit


Cease to employ someone  if it is discovered that they are included in the PoCA list.





A childcare position is one in which the post holder 


Is concerned with the supervision of children


Has regular contact with children in the course of their duties





This can be someone working under a contract or a volunteer.





Referring Names to the Secretary of State


An employer must refer any individual in a childcare position if 


That individual is dismissed on the grounds of misconduct which harmed a child or placed a child at risk of harm





The individual resigned or retired in circumstances such that you would have dismissed or considered dismissing on such grounds if he had not resigned or retired.





If the employer, on such grounds, transferred the individual to a position within the organisation which is not a childcare position





If the employer on such ground, suspended the individual or provisionally transferred them, but not yet decided whether to dismiss him or confirm the transfer.





NB 	Referral is not required where dismissal was not a serious option. Referral does not lead to automatic inclusion on the PoCA List.





Referral should be made to





Children’s Safeguarding Operations Unit                          Telephone:  01325 392030


Dept. of Education and Skills,                                              Mail box:  poca@dfes.gsi.gov.uk      


Ground Floor Area E


Mowden Hall


Staindrop Road


Darlington


County Durham


DL3 9BG
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