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Procedure leaflet

Before/Afterschool Club

welcome to

precious people

Guaranteeing the highest quality childcare for your child.

Thank you for choosing Precious People to care for your child, We guarantee the highest quality childcare for your child.

Before you join in with the fun we ask you to complete a registration form. And contract.

All of our childcare provision is aimed at encouraging children to mix and play happily with other children in a safe and stimulating environment.

Your child will be able to develop all round skills whilst growing in confidence with the help of the experienced team and wide range of activities on offer. play is freely chosen and children are given opportunities to achieve their full potential by trained staff that are careful not to control the child’s direction of choice.

All children, staff and guardians are treated equally. We value everyone whatever race, gender, disability, class or religion.

We also welcome you as guardians to join in with the fun.

Your support is always appreciated whether it be playing with the children or maintaining an active part in fundraising or simply by collecting junk that we may use during our sessions.

In order for us to maintain a happy environment for all guardians/staff and children please feel free to inform us of any concerns you may have with any aspect of our provision.  All concerns will be dealt with immediately and in a way, which respects confidentiality.

Data

We’ve made some changes to our privacy policy to align with the new data protection law that was introduced 25th May 2018.We are duty bound by law to gain your consent to ensure we are able to continue to provide you with information via text and email. By signing this document you understand and agree to the new 
General Data Protection Regulation (GDPR)May 2018

Please be assured that confidentiality is of paramount importance to us.

Admission Policy

We can only accept children attending the school and we operate on the first come first serve basis, however will give priority to siblings wishing to use the setting. We will ask you to pay for the sessions required a month in advance and this will secure your place.

In the event of any absence you will be required to pay full fees this is also applicable to occasions where the children may be sent home from our setting due to an illness

We will operate a waiting list where needed and ask all parents to give us a 2 weeks notification if they wish to give their child’s place up.

Payments for places need to be paid with a month in advance; it is important that you keep on top of your account with us and inform us of any changes in circumstances. Failure to comply with our terms of payment will result in places being suspended until payments have been made.

There will be a late charge of £6.oo for every 15 minutes you are late collecting your child this is purely to cover extra costs being put forward to the group.

Registration

All children attending Precious People will require a registration form to be completed before attending the setting, upon registering your child you will be asked to book the days and sessions required and will be charged accordingly. You will be asked to complete a contract too.

The Role of the Parent/ Guardian
· To ensure that they notify Precious People of any changes to the child’s personal details, i.e. change of address, contact number etc.

· To inform Precious People of anyone collecting their child other than themselves (written notice must be provided if the person collecting are not down on the child’s record card) A password will be given to ensure all safety measures are met.

· Parents/Guardians must ensure that their child is aware of the rules of the setting of Precious People in which they are cared for.

· Parents/Guardians must arrive on time for collecting their child.  There will be a late fee of £6.00 charged after finishing time and for every 15 minutes there after. It is in your interest to maintain a good record for time keeping and paying.

· All fees must be paid on time. Inorder to stop late charges of £1 per day.
· Respect all other Parents/Guardians, staff and of course children using Precious People.

· A minimum of 2 weeks notice must be given if a session/place is to be cancelled

The Role of Precious People

In return of the above Precious People                           will promote a positive relationship with all that use our provisions, we will respect confidentiality and will be understanding to ones needs and concerns. We will treat all equally and with respect. We will always maintain a high level of childcare for all children and continue to lease well with all parents/guardians, we are totally committed to your child and will provide a safe, secure, happy and stimulating environment.

We will always make sure that all persons caring for your child are suitably checked ie police and  reference checked and encouraged to undertake qualifications if not already gained previously to joining us.

Late Collection of a child

All children must be collected on time, if we have a child left in our care for half an hour or more after our stated closing time, We will do our best to contact persons on your emergency contact numbers, if this proves to be unsuccessful and we receive no contact from the parents then we will have no alternative but to call the police or social services.  They will care for the child until they are able to contact parents/guardians, we will give all information we hold on file for the child.
This is a safety measure and as we are not insured to care for your child after closing time we are left with no alternative.

Insurance

All staff/ children are covered on Precious People Public Liabilities insurance policy .Please see our Parents notice board for a copy.

Equal Opportunities Statement 

Philosophy

To provide high quality care which aims to provide equal access to its services for all groups of people. We recognize that we have a legal, moral and strategic responsibility to ensuring equality. 

We will offer a wide range of activities through play to ensure that all users to our club are made to feel welcome and included as an equal. We will promote positive behaviour amongst all and include a regular change of our festival and celebration display board.

The activities we would offer would be through the following:  - change our role play area to coincide with festivals or cultures at that period. different costumes in dressing up box to represent different cultures, table top activities, multi cultural dolls, musical instruments, puppets, themes for the room and much more. 

 Statement 

All children, staff and guardians are treated equal and there shall be no discrimination on the grounds of race, gender, disability, class or religion
Child Protection/
Safeguarding Procedure 
Child protection is the term used to describe the structures and methods, which can be used to prevent or stop the abuse of children. Precious People will implement the child protection procedure if we are concerned for a child’s welfare, we will monitor and record all findings and act in the child’s best interest, we have a commitment to protect all our children. However all concerns will be dealt with in the strictest of confidence. We have a legal and moral responsibility to report all concerns to Ofsted. The local child protection unit.  Please look at Parents notice board for relevant phone numbers and structures. 

Any indication that a child may suffering from abuse will immediately trigger child protection procedures. These procedures are consistent with the good practice guidelines of Area Child Protection Committee. Please see our child protection folder.

In recruiting staff Precious People will ensure that all the correct checks are undertaken, these checks would include police checks and 2 suitable referees to support any information we have on the member of staff, they will be asked to undertake qualifications suitable to their position within the setting.

All staff will be encouraged to undertake training on matters of safeguarding. 

 If a member of staff was being accused of any ill doings towards any child, they will be suspended on full pay pending our investigations, we shall notify local safeguarding team and Ofsted of our discissions and the police if need be.
A thorough investigation will be carried out by the local safeguarding team and the outcome will determine if the member of staff returns to work We will maintain a close partnership with the parents/guardians and all findings will be in writing.

We have designated senior persons who are fully trained on child protection

Contact numbers for local safeguarding team= Ofsted 0300-123-1231

Children’s services    

MASH=01926414144 

Monday- Friday 8.30am-5.00pm 
The Social Care Emergency Duty Team 

out of hours 01926886922
Warwickshire safeguarding children’s board 01926410410     

LADO = 01926745376

Our DSL for the setting is Fiona Sheppard and Claire Keatley
Collection of children

Precious People will not allow children to leave the premises with any persons other than those listed on the child record form, unless we have been informed otherwise,we will issue a pass code to ensure that the correct person collects the child..We ask all parents/guardians to sign the daily register before collecting their child from the setting.
Special Needs/ Inclusion Policy

Precious People have a responsibility for ensuring that all children/staff with special needs are given all the help and are guided appropriately and are included in  all aspects of the settings  and that they are never  made to feel excluded in any way.

All staff have a duty to share in the effective implementation of the Special Needs Policy. Staff will be supported in their approach to meeting special needs by a learning support team

The team will identify and assess need and decide on what the best practice to meet the individual needs.

All children are observed during play and it maybe during this time that an initial concern is made, we would liase with parents at all aspects of our observations/recordings and their views will be respected.

We will liase closely with both the support team and the parents and together draw a programme that will suit their child’s needs. 

Precious People will liase with all external agencies, parents, and the LEA to ensure that all Special Needs are met quickly and effectively.
First Aid Policy
We have a named fully qualified first aider at each setting and this person is responsible for checking all first aid equipment and setting up the first aid area each day.

The named first aider will also be responsible for taking care of the wounded and recording all treatments, they will then have to report back to the  Manager/ Deputy Manager who will ensure that parents are informed, read the accident book and sign  once they agree to our recordings.

If a child/member of staff needs hospital treatment then we will find the safest and quickest route to get there ie an ambulance or car. Parents will notified straight away and we will follow their wishes on the child’s record card as to what line of treatment their child receives should they reach the hospital before their parents. 

Sickness/medication Procedure 

In the interest of all children being cared for by Precious People it has been decided that any child or staff suffering from an infectious illness will be asked to stay at home until they are clear from any infection, as we will only administer Ventolin inhalers for asthmatic children. (We will not administer any medicine/antibiotics.)

Precious People propose to care for all children and whilst it is accepted that some illnesses are fast occurring and sometimes not noticeable in the early stages, we advise all parents/guardians that we shall notify them immediately if a member of staff suspects that their child is unwell. We will ask for the child to be taken home and cared for and not to return until they are clear of any infection.

Here are some of the illnesses that we would not accept children/staff suffering from.
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Conjunctivitis
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Chicken Pox
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Mumps
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Sickness/diarrhoea
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Flu

Fire Procedure

All staff must be aware of all fire exits, fire extinguishers, fire bell/alarm, location of register, number of children attending session and be aware of fire procedure, in order to maintain a safe environment we will do a fire drill at least four times a year, the children will be told how to react in a fire situation but will not be told when the drills would be.

In the event of a fire, we must ensure that we carry out the following: -

1) All children and adults make their way to main fire doors in the classroom quickly and quietly

2) All persons present to proceed to the safe designated point outside in the playground.

3) Deputy to carry out register and  to headcount, including adults.

4) Two members of staff must check the toilets & playrooms.

5) Remain outside until the all clear is given to go back inside.
Lost Child Policy  If  during a session at Precious People it appeared that not all children were accounted for and the one child appeared lost our immediate action would be:-
1) Find out when the child was last seen and where.

2) Remember the safety of all other children with regard to safety and security.

3) Ensuring that the children are properly supervised whilst a member of staff searches all areas calling out their name as they search

4) If after 10minutes we have no joy at locating the child we would contact police and parents. We would inform the police of all the circumstances surrounding the disappearance.

5) We would continue to search widening the area and keeping intouch  via mobile.

6) Check surrounding areas of building and securing the grounds by closing gates, doors etc 

7) Never give up looking until we have found the child.

8) Ofsted will be informed after the incident has occurred.
None Smoking Policy

We at Precious People have a none smoking policy and will not allow any persons to smoke on the premises. We hope all users respect our wishes.

First Aid Policy
We have a named fully qualified first Aider at our setting and this person is responsible for checking all first aid equipment and setting up the first aid area each day.

The named first aider will also be responsible for taking care of the wounded and recording all treatments, they will then have to report back to the Manager/ Deputy Manager who will ensure that parents are informed, read the accident book and sign  once they agree to our recordings.

If a child/member of staff needs hospital treatment, then we will find the safest and quickest route to get there i.e. an ambulance or car. Parents will be notified straight away, and we will follow their wishes on the child’s record card as to what line of treatment their child receives should they reach the hospital before their parents. 
Dress Code
All staff must abide by the groups dress code which is a red fleece, (senior staff),green polo shirt/sweatshirt (playworker staff), black trousers and black shoes.

Health and Safety Policy

Objective
· It is the policy of Precious People to ensure that the environment in which the children and staff are in is a safe, happy, and secure one enabling all to interact with one and other and enjoy their time with us.
Policy
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It is essential that all staff are aware of all potential dangers to both themselves and the children and any other persons attending our setting. In order to maintain a safe and secure environment it is of paramount importance that the staff carry out the following risk assessments regularly.


1)  Checking all toys/equipment for damage and removing them out of the way, they should then inform the persons in charge of their actions.

2) Steam cleaning all toys/equipment used daily. Placing all cleaning fluids, equipment, and adult use only out of the children’s reach.

3)  Lock the external door at all times, maintain a safe environment, wear a whistle for alert  to all in club at all times

4)  Never leave children unattended, always maintain a minimum of two staff in one room at any one time.


5) Maintain controlled supervision at all times and check for safety  issues constantly both whilst indoors and out.

6) Ensure that all class teachers have an updated list of children’s sessions who are attending club. A register must be taken when collecting the children and each child marked off when collected.
7) Escort all children safely to club.
8) Awareness of children who are complaining of feeling poorly and report the matter to the person in charge who should then contact the parents to collect their child.

9) Refuse to accept children that are suffering from sickness, diarrhoea or any other infectious illnesses and always refer to our sickness policy.

10) To be vigilant and record any changes in a child that would alarm you.

11)  Always be aware of possible child abuse. Report any findings to the person in charge.

12)  Ensure that all staff and children are aware of our fire practices and carry out a fire drill each term. Make sure that all fire exists are free from obstacles and keep registers close at hand.

13) Always encourage good hygiene both with adults and children using the setting.

14) Ensure that all children are collected only by those authorissed to do so.

15) Ensure that all children have appropriate foot wear and clothing especially when venturing outside.

16) Make parents aware of any changes to the routine or any concerns you may have regarding their child.
Complaints Procedure

Precious People aim to provide the highest quality childcare for all children in our care and provide a warm, caring, and secure environment in which the children can enjoy activities and play.  We will always extend courtesy and offer prompt attention to the needs and wishes of all parents and children. We want to work in partnership with parents and the community generally A guardian who is unhappy about any aspect of the service provided should talk their concerns over with the deputy. We will listen and investigate any concern; we will keep them fully informed on our findings. We will do our best to resolve the problem. All concerns will be dealt with immediately and in a way that respects confidentiality.

If a member of staff was being accused of any ill doings towards the children, they will be suspended on full pay pending our investigations, we shall notify Ofsted of our discissions and the police if need be. If a parent wishes to contact Ofsted about any concerns regarding staff or care the contact number is on our parent display board

If  a complaint is made against a child we will as above listen and carry out our investigations keeping both sets of parents informed of our findings, we will not however exclude the child responsible for the complaint but will work closely with the parents and try to resolve the problem together. We will liase with all parties involved.

All complaints must be in writing and an investigation will be carried out within 28days for the Childcare and the Early Years register of children of having received the complaint.
Photography
All photo’s taken during club time will be taken on the works camera and all data will be deleted after they have been developed, we do not allow any persons to use their own cameras.
Behaviour Management Policy

Please look at parent notice board to see who is in charge of this policy

Precious People value the rights of all children and will endeavour to make sure that they are safe, happy, stimulated and given freedom of choice in all aspects of play and socializing whilst in our care.  We expect every child to respects other children’s rights as much as we respect their rights to be respected.

Should we experience any problems with a child’s behaviour we will follow the procedural guidelines in implementing our behaviour policy.  These guidelines can be found listed below.
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A member of staff will speak directly to the child concerned regarding the matter and will advise the child accordingly.
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If bad behaviour continues, a member of staff will speak once again to the child and explain why their behaviour is not acceptable and cannot continue.
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If the child continues to demonstrate unacceptable behaviour, they will be asked to leave the activity for a short time to think about what is expected of them in terms of behaviour.
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The child will be allowed to return to the activity once a member of staff has spoken to them and advised accordingly, making the child aware that they would be expected to co-operate and behave themselves.
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Upon rejoining the activity, if they continue to demonstrate unacceptable behaviour they will be withdrawn from the activity and not allowed to rejoin for the period of the session.  They will be encouraged to go to another activity where a member of staff will monitor their behaviour.  
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Staff will continue to reinforce positive and discourage unacceptable behaviour.
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Serious or continual misbehaviour will be recorded in the incident book by the senior member of staff, who will contact the parents and ask if the child has any concerns that we should be aware of. If there are no concerns then we will ask the parent to come into the setting and observe their child in the hope that we can work together to establish joint co-operation and understanding.
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In the case of several children misbehaving in an activity or game, the children who are exhibiting the unacceptable behaviour will be spoken with to see why they are demonstrating such behaviour and how we can help resolve this situation, we will work with the children to help them calm down and enjoy the activity in a manner that is acceptable and that they can enjoy and not be excluded.
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The children’s behaviour will be recorded in the incident book and staff may feel they need to speak with their parents/guardians.
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All children are expected to adhere to the rules of an activity or game.
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Under no circumstances will Physical or verbal chastisement be allowed, we do not believe in exclusion but would rather work with the child to help them, we would always work closely with the parents/guardians to address any concerns.
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Children will be encouraged to take care of play equipment.
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Toys deliberately broken must be replaced. 
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Foul language is unacceptable.
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Aggressive play is not acceptable.
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Any form of bullying is not acceptable.
Precious People believe in promoting positive     behaviour in all areas of play/learning and will                     do all we can to encourage this type of behaviour  with all that use our setting.

We would class the following as forms of bullying and these and many more will not be tolerated in our club   :-

Physically or verbally abusing another person,         deliberately being unkind and excluding them from play, taking things from others just to stop them playing with them themselves, blaming others for any wrong doing knowing that it wasn’t them responsible.                         
Changing Children Policy
Staff must allow the child if they are able to, to change their own clothing and only help when the child appears to be in difficulty.

If a child has had a couple of accidents regarding wetting or soiling pants their parents need to be contacted and asked to take their child home as they may have an upset stomach and may need a little help from the doctor also the same applies for a child who is experiencing wet pants or visiting the toilets lots of times throughout the session.

Trips/Outings Policy

Trips can be an important part of a child’s learning experience; they enhance concepts taught in settings and provide opportunities for exploring the world around us.

Before we take any children on outings we will ask all parents/guardians to sign a consent form, failure to do so will result in the child being excluded from the trip and if all staff are going you will be asked to keep them at home for the trip duration. All setting rules with regard to behaviour will apply. We will only do trips if we are able to hire a coach with safety seatbelts. We may require voluntary help as the ratio of staff to children is greater on outing s for safety reasons.

We would maintain all our first aid/medicine,staffing and lost child policies on the trip and all children will be given a named carer throughout the trip.
Clothes/Lost Property Policy

Due to the nature of play we will not be responsible for loss or damage to clothing, this will also include theft or damage to items brought into the setting. We strongly recommend that you do not allow  your child to bring in expensive or sentimental toys/equipment or clothing into the setting.
Photos/Video Images Policy

We will only take photos of children if we are given written consent from parents/guardians. And all memory cards will be cleared once they have been printed, We will not allow any persons into the setting to take photos without asking your permission first. You must inform us if you would not like your child’s name to be added to any lists, pieces of work or photo’s on display.
Mobile Phones
We request that all persons entering our club do not use their mobile phone to make/receive calls or for photography purposes, we will ask that all calls are taken outside of the setting.

 All staff must have their mobile phones locked away by the management at the start of every sessions and these will be returned to them at the end of each session.
Risk Assessment

Precious People ensure that all toys/equipment and areas of play that are used by the children are safe as we carry out daily risk assessments and record these findings, if objects are damaged they are thrown away and replaced, if an area appears unsafe to use then we do not use it until we have made it safe to do so. 

E Safety
Although at present Precious People do not access the internet we will always work closely with the school to ensure that we promote positive and safe use of the internet, please see our separate policy on E Safety.

Promoting Good Hygiene Policy
We will promote good hygiene in our club at every opportunity and the children will be rewarded for this also, we will implement the correct ways in which we wash our hands and brush our teeth effectively and general good hygiene such as blowing of our noses and disposing of the tissues correctly in our planning of the activities and all children will be offered and encouraged to participate in these planned activities , spontaneously conversations(will also be happening throughout the duration of the sessions in club please see our Promoting Good Hygiene policy)
Confidentiality policy

All persons using Precious People services can be assured that any information passed onto us will be treated with the strictest confidentiality as will any findings we have on any concerns we have regarding children’s welfare. Staff will always report any concerns to Fiona and observations will be carried out and any outside agencies such as Ofsted and Social Services (Child protection team) will be alerted. If it is found that any member of staff breaks the confidentiality code then they will be suspended on full pay until an internal investigation is carried out. 

Staffing recruitment and checks
Staff are only employed once they have gone through the following procedures
· Cv detailing all relevant information on the individual has been received

· Passed the interview stage and has shown proof of identification
· Undertaken a weeks' hands on (fully paid) within the club

· 3-month trial period

· Cleared crb checks                                             
· 2 positive references from previous employers

· If not qualified must agree to undertake the training

· If qualified must show all certificates

· Contracted hours

Staff/Children inductions
· Staff are given a week’s induction and during this time they must demonstrate their good positive skills to all that are using the club

· The staff must be a team player
· All staff will undertake training provided by Precious People main ones being safeguarding, Paediatric first aid, Prevent duty, food hygiene, behaviour and any others to enhance the smooth running of our club.
Open door Policy 

Our 'open door policy' has been put into place to encourage parents/guardians to pop into club at any time should they have any questions, to check on their child or if they have formal/ informal meeting with a member of staff at a time that is convenient to them. 

To be reviewed in 

October 2023

Detailed policies on the above are on Parents display board[image: image24.png]
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