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Club Details


	Operation of our Service

	Organisation Name:
	Acorns to Oaks @ Williamstown LTD

	Club Address:
	Williamstown Primary School
Dinas Isaf West
Tonypandy
Rhondda Cynon Taff
Postcode: CF40 1AG

	Club Telephone Number:
	07940 433991

	Club Correspondence Address:
	Williamstown Primary School
Dinas Isaf West
Tonypandy
Rhondda Cynon Taff
Postcode: CF40 1AG

	Planned Date of Opening
	January 2020

	Legal status:
	CSSIW Registered (PENDING)

	Age ranges of children admitted:
	From age 3 YEARS to age 11 YEARS

	Type of Club 
	Before and After School Club

	Opening Times:
	AM: 7.15AM-8.15AM           PM: 3.15PM- 6PM

	CSSIW Registration Number:
	

	
	
	
	
	
	
	







	
Staff/Personnel

	Name of CSSIW Registered Person/Responsible Individual:
	Leanne Brown

	Senior Playworker/CSSIW Person in Charge / Manager:
	Rebecca Millwater

	Playworkers:
	Paula Yates, Carolyn Lane and Lisa Chapman

	 Senior Child Protection Officer:
	Leanne Brown

	Nominated First Aider:
	Rebecca Millwater, Paula Yates, Carolyn Lane and Lisa Chapman

	Person with responsibility for behaviour 
	Leanne Brown

	Person with responsibility for Data Protection.
	Leanne Brown

	Management/Committee

	Director
	Leanne Brown

	Person with Significant control
	Leigh Brown



















Operational Plan details set out in Alphabetical Order

(A) 
Admissions:

The Club is open to any child aged 3 – 11 years attending Williamstown Primary School, Dinas Isaf West, Tonypandy, CF40 1AG.

The parent/carer must complete and sign the child registration form and parent/club contract confirming that they have read and understood the policies and procedures outlined and agree to abide by the terms and conditions of the Club prior to the child attending. Parents/carers must inform the Club of any changes to the information provided, for example changes in emergency contact details or medical conditions. 

Parent/carers must give one month’s notice in writing to the management committee when they wish to terminate their contract with the Club.

All children and adults are treated with equal concern and respect.  No child will be discriminated against on the grounds of race, colour, ethnic or national origin, religious beliefs, disability or in any other matter to do with the club.

In order to ensure fairness in the allocation of places, the following criteria will be taken into consideration:

While available places exist, these will be allocated on a first come - first offer basis.
Places can be reserved in advance in order to secure placements.  If the Club is over-subscribing a waiting list will be kept and administered by the Senior Playworker.

Fees must be paid by the end of week (Friday) for any sessions undertaken that week. If fees are not paid a letter will be sent to parents to remind/ request payment, if this is not paid by the following Wednesday the child/ children will be unable to attend the club until the account is brought out of arrears. 

The management committee reserves the right to refuse admission to, or terminate a contract with the parents of any child whose behaviour is, in our opinion, not in the best interest of the other children’s health and safety. (See Behaviour Policy)

We also reserve the right to refuse a place to any parent who has a history of non- payment of fees.

Prices:

	Morning Session
	Afternoon Session

	7.15am-8.15am
	3.15pm- 6pm

	£4.00 per session
	£10.00 per session




Concessions/ Offers:

A BOTH SESSION IN ONE DAY DISCOUNT IS AVAILABLE AM AND PM SESSION £12.00 instead of £14.00

A SIBLING DISCOUNT IS AVAILABLE -FOR TWO SIBLINGS AM SESSION £6.00 instead of £8.00
PM SESSION £18.00 instead of £20.00
 
A BOTH SESSION IN ONE DAY & SIBLING DISCOUNT FOR BOTH AM AND PM SESSIONS ON THE SAME DAY FOR TWO SIBLINGS £22.00

FOR DISCOUNT FOR MORE THAN TWO SIBLINGS CONTACT ACORNS TO OAKS @ WILLIAMSTOWN FOR OFFERS.


Aims and Objectives:

The aim of Acorns to Oaks @ Williamstown LTD before and after School Club is to provide quality, accessible out of school childcare offering a range of play activities in a welcoming atmosphere.  We hope that our service will be able to support working families and those in education or training. We cater for the pupils of all ability and do not discriminate any children 
We firmly believe in equal opportunity and welcome children from all cultural and religious backgrounds (See equal Opportunities Policy).


Arrival and Collection of Children of Children: 

Arrival:

1. Parents must notify the Club as soon as possible regarding non-attendance of their child.  Failure to give sufficient notice may result in the full cost of the session being charged, unless there are exceptional circumstances.

2. The club must be made aware by 10am on the business line if you wish your child to attend the afternoon session that day. The club must be made aware by 7pm the evening before if you wish your children to attend the following morning session.

3. During term time, children will be collected from their classroom an appropriate number of playworkers (dependent on number of children booked in to the club) and safely escorted to the club premises.

4. The school teachers and children will know the Club playworkers or individuals acting as escorts.  All escorts will wear / carry identification.  

5. For Morning sessions parents/ carers can drop children off via the Community entrance from 7.15am- the children will need to be signed in using the clubs sign in/out procedures. Children can be dropped off at anytime between 7.15am-8.15am but the price for the session will always be £4.00.

Collection:

1. Parents must collect their children by 18:00 at the latest.

2. Parents must give the names of all persons authorised to collect their child on the registration form.  Only persons named on this form will be able to take the child from the Club, unless prior arrangements in exceptional circumstances have been put in writing by the main contact for the child to the senior Playworker, or telephone 07940 433991. The Club also reserves the right to make additional checks if considered appropriate in these exceptional circumstances.

3. Under no circumstances will a child be released to an unknown person.

4. It is the responsibility of the parent / guardian to ensure that any changes to the named individuals who can collect their child are communicated to the senior Playworker both in writing and verbally.

5. The person collecting a child must approach a Playworker so that Playworkers know who is being collected, and by whom, and can sign the child out.

6. Daily attendance records are updated promptly with the time children are collected.

7. No child will ever be left unsupervised because a parent/carer has failed to collect them. 

8. If there is an emergency, and you are unable to collect your child/ren, please contact us and let us know your estimated time of arrival.  Please remember it is distressing for your child/ren to be left at the club when all the others have gone home. (please see late/ un- collection of child policy)

If there is a genuine emergency, we will of course do all that we can to help.

Child Protection Officer for Acorns to Oaks @ Williamstown is: Leanne Brown (Registered Individual)


(B) 

Background Information: 

The Club was set up to offer quality, accessible childcare for children attending Williamstown Primary School. It was set up in response to demand from working parents looking for affordable and suitable childcare in the area which is registered with the Care inspectorate Wales.

We provide care for children aged between 3 and 11 years old.  

We are open 5 days a week (Monday-Friday).

Acorns to Oaks @ Williamstown is based in Williamstown Primary School and has the use of the school community room.  The Club provides appropriate areas for a range of needs including a kitchen for food preparation, a quiet area, a large play area and outdoor play space. Toilet and first aid facilities are available as well as storage and administrative space. There are a suitable number of toilets available for use by the children and staff attending the Club.

Behaviour

All children who attend Acorns to Oaks @ Williamstown have a right to play and enjoy their activities without feeling intimidated, harassed, or be subject to verbal or physical abuse.  

We believe that children have a right to feel safe and secure in our care, and we promote behaviour which encourages individuals to respect one another in the following ways:

Encouraging all children to agree what types of behaviour are acceptable and what is unacceptable. This agreed code of behaviour will be displayed in the Club and reviewed when necessary. 

· Good behaviour will always be praised by staff.
· Children will be encouraged to talk through their feelings rather than resort to unacceptable behaviour.
· Discussing openly with children any issues so that they can develop their understanding of acceptable and unacceptable behaviour.
· Unacceptable behaviour will be dealt with as positively as possible with reasons being explained to the child involved.
· Staff will act as positive role models at all times.

(See Behaviour Policy)

In the event that a child commits an action of such seriousness, the management committee/management reserves the right to exclude that child immediately and their parents/carers will be contacted. Parents/carers have a right to appeal in the first instance using the Club’s complaints policy and procedure.

All playworkers are responsible for implementing the clubs Behaviour Policy and being consistent in their approach. If there are any significant issues with behaviour of children or staff the registered person Leanne Brown will be informed and this will be investigated. The club reserves the right to refuse children a space in before or after school sessions if Behaviour does not adhere to our policy.
 (C)

Club Policies and Procedures

The Club has an extensive set of policies and procedures. These set out the standards to which the club runs.
The policies and procedures most relevant to parents/carers can be found in the on the school website at https://www.williamstownprimary.co.uk under ABOUT US and then ACORNS TO OAKS @ WILLIAMSTOWN. The complete set of policies and procedures is kept in the club, and can be accessed by parents upon request.
This Operational Plan, Statement of Purpose and all policies and procedures are reviewed and updated as necessary and/or in line with any changes in regulation and at least annually. Any changes to the service are notified to CSSIW.  Parents are informed of any changes to policies and procedures that affect them, and they will be asked to sign a new copy of the parent/club contract indicating acceptance if anything significant changes.


Complaints/ Concerns 

Acorns to Oaks encourage feedback and comments from service users whether these are compliments or concerns.
Share your concerns and suggestions by:

1. Speaking to the Club’s Senior Playworker - if you prefer to do this outside of normal club hours and in confidence, please arrange a convenient time.
1. Writing a letter to the Registered Person- Mrs Leanne Brown.
The Club feeds back any action taken in response to suggestions, comments and concerns either verbally, in writing or when appropriate by placing a notice on the notice board about any changes made to operations as a result.

From time to time, a parent/carer, child (or local authority arranging care for a child in the Club), may find it necessary to make a complaint.  
The Club’s policy is to respond to and resolve complaints quickly, effectively and where possible in a positive and informal manner.  

To help you, there are forms you can use which are available on request. 
At all times, the welfare of the child is safeguarded and promoted and their ascertainable wishes and feelings are taken into account. All staff at the Club are familiar with the complaints policy and procedure and confidentiality is maintained at all times.

In the event of a complaint:

There is a clear complaints procedure which is outlined in the clubs ‘Complaints Policy’
If you think your complaint is of a child protection nature, then please speak to the Club’s Registered Person: Leanne Brown without delay and refer to the Club’s child protection policy.

At any time during the process of your complaint being resolved, you have the right to complain to CSSIW or, where relevant, the local authority which has arranged for the care of a child at the Club.

Any -one wishing to complain or raise a concern should follow the clubs complaint procedures from Stages 1-4 (Please see clubs Complaints Procedures) and take concern to the clubs manager.

Confidentiality and GDPR

Working with children and families brings us into contact with confidential information.

To ensure that all who use and work in the club can do so with confidence, we will respect confidentially in the following ways:

1. All personal information about children, families and staff are kept securely in accordance with the Data Protection Act 1998.
1. Parents/carers can request access to records about their own children but will not have access to information about any other children.
1. All records about accidents/incidents are recorded separately and filed separately.
1. Parent’s permission will be sought before photographs, videos etc are taken of the children in accordance with the media policy.
1. Staff will not discuss individual children with others outside the Club unless given permission to do so from the parent/carer.
1. No one at the Club will disclose private information, regarding employees, parents of children etc. unless they are clearly required by that organisation to operate its business.  If unsure of the nature of any request then refer the matter to Mrs Leanne Brown who holds responsibility for data protection in the Club.
1. Issues to do with the employment of staff, whether paid or unpaid, remain confidential to the people directly involved with making personnel decisions.
1. All staff, management, volunteers/students sign that they have read, accepted and implemented the clubs Confidentiality and Data Protection Policy.
1. Any breach of confidentiality is investigated immediately and the issue dealt with in accordance with the disciplinary procedure.

At all times, the safety and well-being of the child will be of paramount importance. (Please see confidentiality and Data Protection Policy and Safeguarding Policy)

Any information requested by the CSSIW once the club is registered, we must provide. We are legally obliged to provide information to their officers on their request.  Provision of this information is not regarded as a breach of the Club’s confidentiality policy.


(E)

Equal Opportunities for staff and children

We at Acorns to Oaks at Williamstown recognise that certain groups and individuals in our society are discriminated against because of their race, colour, ethnic or national origin, religion or belief, age, gender, physical, sensory or mental disability, marital or civil partnership status, pregnancy and maternity, social class, sexual orientation, gender reassignment, and employment status.

Acorns to Oaks are committed to positive action to remove / counter discrimination in all aspects of our work - in our practice as employers, in the way we work with other organisations, and in all our work with children, families and others. 
Acorns to Oaks aim to provide equality of opportunity for all children whatever their age, ability, gender, race or background. 
The Club’s policy aims to challenge discrimination in all areas of our organisation including employment, training, and admission to the Club and access to the resources, activities and facilities available (See equal opportunities Policy).

(F) 

Fire safety and Procedures

Fire routine:
 
The following should be adhered to: 

· A notice detailing the action to be taken in the event of fire should be displayed in staff areas/adjacent to fire alarm contacts and fire points. 
· The group leader and other staff should be familiar with the Fire Routine 
· Fire drills should be carried out half termly 
· A fire log book should be kept, in which the following details are recorded: 
· fire drills and fire instruction 
· testing and maintenance of fire alarm system 
· testing and maintenance of fire fighting equipment 

Fire Safety
In line with appropriate guidance the Club will undertake fire risk assessments as follows:
1. Identify fire hazards 
2. Identify people at risk in and around premises and people who may be especially at risk 
3. Evaluate the risk of a fire starting and the risk to people from a fire, remove or reduce fire hazards and risks to people from fire and protect people by providing fire precautions
4. Record findings and action taken, discuss and work with others, prepare emergency plans and inform and instruct relevant people.
5. Review the fire risk assessment regularly, making changes where necessary.
6. The Club will consult the relevant Fire Safety Officer to assess fire risk, take adequate precautions against the risk of fire and ensure people can safely escape if there is a fire.  
7. Any recommendations made by the Fire Safety Officer will be actioned as soon as possible by the Club.
8. The premises, fire detection and fire fighting equipment will be checked annually by a Fire Safety Officer from the relevant Fire and Rescue Service. Certificates issued will be safely filed and will be made available to relevant authorities. 
9. Staff receive suitable training in fire prevention.

Some of the fire precautions identified within the risk assessment process to reduce risk may include the following:
1. Flammable materials are removed or separated from sources of ignition.
1. Suitable fire detection and warning systems are in place, tested and maintained.
1. Suitable fire extinguishers are provided and checked.
1. Safe means of escape is identified so that everyone who might be on the premises or nearby can escape.  
1. Fire exits are clearly identified and unobstructed. 
1. Fire exit doors and those on any escape route are easy to use.
1. Suitable fire safety signs are used
1. Emergency lighting is in place.


EMERGENCY PROCEDURES

HOW TO ACT IN AN EMERGENCY: 
· Approach calmly and with speed. 
· Take control until the named first aider arrives. 
· Reassure the child/children. 
· Assess the situation. 
· Decide what action to take eg. first aid, call for assistance, help from others. 
· Explain/reassure/distract non-injured children to: 
· Avoid panic 
· Maintain a calm atmosphere 

Ask others to help you, arrange for: 
· A play worker to supervise the children to ensure their safety. 
· Someone to phone for assistance. 
· A person to stay with the child to maintain care and concern in case they are frightened. 
· Someone to contact parents/carer 
· Someone to accompany child to hospital if the parent/carer is not available. 

Risk Assessment
The Club undertakes and documents risk assessments - a careful examination of what could cause harm to people so that necessary safety precautions can be taken - in the following way:
1. Identify the hazards[2] (anything that may cause harm).
2. Decide who might be harmed and how[3].
3. Evaluate the risks (the chance of someone being harmed and how serious the harm could be) and decide on precaution[4].
4. Record findings and implement them[5].
5. Monitor and review the assessment and update if necessary.
6. An action plan with necessary actions to remove/adequately minimise risks with timescales is maintained.
7. The Club will establish health and safety procedures to eliminate or minimise and control those risks and monitor and review them to improve safety arrangements.
8. It is the responsibility of ALL staff to ensure that risk assessments are carried out and to notify their line manager of any concerns. 
9. All completed risk assessment records are safely stored for a suitable length of time and will be made available for inspection by any relevant authority.

Some of the fire precautions identified within the risk assessment process to reduce risk may include the following:
1. Flammable materials are removed or separated from sources of ignition.
1. Suitable fire detection and warning systems are in place, tested and maintained.
1. Suitable fire extinguishers are provided and checked.
1. Safe means of escape is identified so that everyone who might be on the premises or nearby can escape.  
1. Fire exits are clearly identified and unobstructed. 
1. Fire exit doors and those on any escape route are easy to use.
1. Suitable fire safety signs are used
1. Emergency lighting is in place.

Evacuation Procedures
1. The Club implements clear emergency procedures – evacuation in case of fire or other significant incident (including reverse fire drill).  These will be made known to staff and will be practiced termly and when a new child, staff member or volunteer starts at the club.
1. People who cannot get themselves out of a building unaided will also be considered through personal emergency evacuation plans.
1. Details of these practice drills will be logged and filed to the satisfaction of the Fire Safety Officer.
1. Significant accidents, incidents and outbreaks of serious disease are reported to CSSIW in line with The Child Minding and Day Care (Wales) Regulations 2010.

(H) 

Health and Hygiene 


Hygiene

All staff and volunteers will be made aware of good hygiene practice during their induction period and training given where necessary.  They will also be expected to encourage children to maintain their own personal hygiene including the washing of hands after using the toilet and before eating.
A member of staff in the club will be trained in ‘Food and Hygiene’ certificate.

All staff will ensure:

1. Toilets will always have running water, soap and clean towels available.
1. Tissues are used and disposed of hygienically.
1. Disposable gloves are available for clearing up after spills of bodily fluids.  
1. The premises (toilets, tables and equipment) are checked regularly throughout the session and cleaned on a daily basis. Frequent hand contact sites such as toilet flush handles, taps, door handles etc are cleaned and disinfected regularly.
1. Other equipment such as toys are cleaned routinely and according to need.
1. Staff responsible for food preparation and handling are fully aware of and comply with regulations relating to food safety and hygiene and will have completed a recognised food hygiene qualification.  This will be kept updated.
1. Kitchen surfaces, chopping boards and utensils are cleaned before and after use.
1. Disinfectants are used on food contact surfaces.
1. Kitchen cloths are washed and disinfected regularly and left to dry before using them again.  Disposable kitchen towels are used for wiping worktops and chopping boards.
1. Fridge and freezer temperatures are checked and recorded daily.
1. All waste is disposed of regularly and appropriately.

For more detail please see the clubs Health and Hygiene Policy


Health Care

· Parents/Carers must inform the club about any medical conditions, allergies, special dietary and health care needs their child/ren might have on the children registration forms.

· Parents/carers are required to give written permission to the Club in advance for any necessary emergency medical advice or treatment.  This permission is given as a part of the Registration Form which is signed when a child first registers with the Club.  

First Aid

1. The Club has a first aid box, which complies with health and safety regulations.
1. It is accessible to staff, but out of the reach of children.  
1. Staff are trained in first aid in accordance with the National Minimum Standards.  First aid qualifications are renewed every 3 years.
1. It is the responsibility of Rebecca Millwater the club manager, to maintain the contents of the first aid box for use. This includes checking that items are not out of date; packaging of sterile items is intact and replacing any items that are used or found to be unusable.  


Children who are ill

1. If your child is unwell, please do not send them to club.  If your child will not be attending due to illness, you must inform the Club as soon as possible so the space can be allocated to anyone who may be on the waiting list.
1. No child or member of staff known to be suffering a communicable disease, or considered too ill to participate in normal club activities, shall be admitted to the club. 
1. If a child becomes unwell during their time at the Club, we will notify the parent / emergency contact and ensure the child is made comfortable in a quiet area. The child will be supervised at all times and observed for any worsening symptoms.  
1. Reasonable steps will be taken to avoid cross-infection should the child develop symptoms of any infectious illness.
1. If a child’s condition worsens to such an extent that club staff are seriously concerned, and suspect urgent medical treatment is required, the parent/carer will be notified immediately and if necessary an ambulance will be called to take the child for treatment. 
1. CSSIW Wales will be informed as soon as possible of any infectious illness, serious injury, illness or death of anyone on the premises.
1. The Club’s insurance company will also be informed.
(Please see the clubs health and hygiene policy)

Medication prescribed by doctors can be administered by club staff however this can only be done after the parent/ carer has carefully read the clubs ‘Administration of medication Policy’ and completed an ‘Permission to Administer medication form’


Health and Safety

Acorns to Oaks takes the maintenance of Health & Safety extremely serious as a matter of both legal and moral importance. 
At their induction all staff will be familiarised with the provisions contained within this policy and will be expected to act in accordance with them at all times. 

We aim to ensure the health, safety & welfare of all staff, children and visitors and other individuals who may be affected by the clubs activities & actual existence. 




The steps below will be actioned as a matter of course: 
1. Create an environment that is safe and without risk to health. 
1. Prevent accidents and cases of work- related ill health. 
1. Use, maintain and store equipment safely. 
1. Ensure that all staff are competent in the work in which they are engaged. 
Responsibilities of the Registered person, Senior Playworker and Staff:

The identification, assessment and control of hazards within the club are vital in reducing accidents and incidents. Both the manager and the assistant manager are responsible for assessing risks to health and safety arising out of the club’s activities and introducing suitable steps to eliminate or control any such risk identified. 

It is vital to ensure that the health and safety matters are taken seriously by all members of staff and other persons who are affected by the club’s activities. Staff who have been found to disregarded safety instructions or recognised safe practises will be subjected to the procedures laid out in the staff Disciplinary Procedures policy. 

The Registered Person holds ultimate responsibility and liability for ensuring that the club operates in a safe and hazard free manner. The Registered Person – along with the manager Playworker is responsible for ensuring that the staff both understand and accept their responsibilities in relation to health and safety procedures. 

The Registered person will ensure that clearly defined procedures for emergency evacuation are in place and adequate arrangements exist for the following: 

1. The monitoring of the effectiveness of the Health and Safety policy and authorising any necessary revisions to its provision. 
1. Providing adequate resources, including financial, as is necessary to meet the club’s health and safety responsibilities. 
1. Providing adequate health and safety training for all staff. 
1. Ensure that all accidents, incidents are accurately reported and recorded (including the Health & Safety Executive and Care Standards where appropriate). 
1. The Registered person will review all accidents & incidents and implement corrective measures where necessary. 
1. Ensure that all staff, volunteers, students and Committee members and any other adult who comes into contact with children who attend the club has an up to date enhanced CRB check. 

The Senior Playworker (whoever has the highest qualification in play-work on that shift) is responsible for the day to day running of the club and monitoring of the Health & Safety policy. They are required to report any concerns regarding Health & Safety to the registered person and committee. (Please see clubs Health and Safety policy for more detail).


Insurance 

The Children Act 1989 and the Health & Safety at Work Act 1974 places a number of legal responsibilities on the Club. Therefore, the Club has insurance cover appropriate to its duties under this legislation, including Employers Liability Insurance. 
Responsibility will, in most cases, rest with the club, but staff will take reasonable care, both for themselves and other people who may be affected by their acts of omission at work. If the club is held responsible for any incident that may occur, public liability insurance will cover compensation. 

(I)

Individual Needs

Children who need extra support in school may not need extra support within a play setting. 
Some children however may require specific treatment, facilities or care while in the Club that is above and beyond the usual provision for most children.

Acorns to Oaks at Williamstown aims to provide a welcoming and supportive environment for all children, staff and parents. They will all be treated with dignity and respect. The Club supports integration and the treatment of all children and adults as individuals, wherever this is possible. (Please refer to our Equal Opportunities Policy)

1. Playworkers consult with children and parents/carers as appropriate with regard to children’s individual needs and preferences.
1. The individual needs and views of children are considered when planning activities and buying toys and other equipment.
1. The Club aims to provide adaptations to the facilities and environment in order to cater for individual additional needs where this is practicable and reasonable.
1. Where appropriate, children’s progress will be monitored and recorded in consultation with parents and carers. Strategies will be discussed with the child and parent/carers and implemented.
1. Staff will receive appropriate training as required.
1. Full cooperation will be given to outside agencies in order to meet the specific needs of a child.
1. If a child requires one to one support at the club, we will make every effort to work with the parents/carers and relevant organisations to access additional funding and extra staff members to provide one to one support.
1. The level of individual care is agreed with the parents. The Club ensures that the privacy and dignity of a child is respected and maintained when providing any intimate care. 
1. The Club promotes anti-discriminatory practices and encourages a positive atmosphere for all (please see Additional Learning Needs Policy).



Induction 

1. Children with their parents/carers are welcome to visit the Club before they start.  This enables them to familiarise themselves with the surroundings.

1. Staff welcome questions from parents/carers about their child.

1. A ‘statement of purpose’ about the Club is available on request.

1. All Club policies and procedures are available upon request.

1. The Club aims to help new children settle in quickly and find out their likes and dislikes.  All Playworkers will give extra support to help new children in their first few weeks if necessary.

1. Children can play freely or join in other activities on offer. They do not have to join in anything they do not wish to.  

1. The needs of the individual child will be respected. 

1. We will give the child a guided tour of the Club and explain the Club’s routines such as snacks, outdoor play and emergency/fire drills, code of behaviour and any other relevant information if requested.


(P) 


Participation

Children who are capable of forming their own views have the right to express those views freely in all matters affecting the child, the views of the child being given due weight in accordance with the age and maturity of the child (Article 12, UN Convention on the Rights of the Child). 

“Participation means that it is my right to be involved in making decisions, planning and reviewing any action that might affect me. Having a voice, having a choice” (National Children and Young People’s Participation Standards)

At Acorns to Oaks @ Williamstown we believe participation should be at the heart of everything we do. We recognise that being listened to and heard, and being involved in decisions will help create a sense of ownership and increase self-esteem in children.

We are committed to providing a club where children can participate fully in all aspects of the club. 

As a result, the Club will:

· Provide all children with enough information to get involved. We will make sure that this information is given in a way that is understandable to all children at the Club.

· Let children decide for themselves if they want to be involved in any activities and decide what they want to do.

· Challenge any discrimination.

· Treat all children with respect. We will listen to what children say to us.

· Work in ways that will help children to get involved, if that is what they want.

· Give children feedback on the things that they have talked to us about. This feedback will be in a way that is understandable for all children in the Club.

· Work with the children at our Club to improve how we work.

· Recognise that children also have the right to not participate if that is their choice.

Partnership with Parents/Carers

· Upon showing an interest in using the Club, parents/carers are provided with all necessary information to enable them to make an informed decision about our service. This may include visiting the Club at a mutually convenient time, with their child to see how we operate.

· Parents/carers have an opportunity at least once a year to attend an open day at the Club. This is usually towards the end of the school year to include prospective new children and parents/carers coming to the school in September. 

· Acorns to Oaks recognises and respects that parents/carers hold primary responsibility for their children.  

· All parents/carers are fully informed about opportunities to view our full set of policies and procedures, copies of which are available on request.


· If preferred, formal appointments can be made by parents/carers or by the Club Senior Playworker to discuss a child’s progress and/or behaviour. These appointments can be held outside Club hours in a private location suitable to both parties. The Club’s confidentiality policy is followed in such circumstances. To make an appointment simply contact the Senior Playworker (Manager Rebecca Millwater).

· Parents/carers are required to sign a contract with the Club before their child starts attending. All written records kept on their own child are accessible to parents/carers except where this would place the child’s welfare at risk. At no time will parents/carers be able to see information about another child.

· Club staff are available during Club hours for an informal chat to parents/carers about their child’s individual needs and progress. Staff are aware of the need to maintain privacy about matters concerning children and families and the need to share information appropriately. 

· As detailed in the parent/club contract, parents/carers are responsible for notifying the senior Playworker of any changes in the child’s circumstances so that they can be added to the child’s registration form and appropriate action taken.


· A notice board is placed within the Club for parents/carers and children to be able to gain information on the Club and its activities.


· Parents/carers are encouraged to feel part of the Club, as we are providing a service to help them. We would welcome any parent/carer wishing to share their comments or visit the setting.

(R)

Recruitment 

· Staff (and volunteers) are vetted in line with regulatory requirements which includes a DBS enhanced disclosure check and receive induction which includes health and safety and child protection policies and procedures during their first week of employment.

· Staff are qualified to levels that meet or exceed National Minimum Standards for Regulated Day Care and staff qualifications and training needs are reviewed on a regular basis and there are annual appraisals.

· Staff meetings are held formally every half-term and informally on a daily basis to discuss any matters of concern and areas for development. Outcomes of these meetings contribute to the Club’s action plans for improvement and ongoing review of quality of care.

· The club always works to the recommended adult to child ratio with a minimum of 2 members of paid staff present at all times. 


Staff information sheets are used when staff are first employed at the club. This includes all of their contact details and qualifications. It also includes dates that qualifications such as food hygiene, paediatric first aid and DBS’s were undertaken to ensure these are always in date.

There are procedures in place for staff appraisals and professional development. There are also tight procedures which are followed if any staff are not fulfilling their role. (Please see Staff Disciplinary Policy


Routine

Morning Session (7.15am-8.15am)


	7.10am
	Staff begin work ensuring area is safe and clean

	7.15am
	Children can arrive and will be signed into club by staff.

	7.20am
	Free and organised play / activities 

	SNACK
	There is no specific snack time as the session is very short. Fresh fruit, orange and apple juice along with drinking water will be readily available daily.

	8.15am
	Children will be escorted to breakfast club





Afternoon Session (3.15pm-6pm)

	3.15pm
	Staff collect children from their classrooms 

	3.20pm-3.30pm
	Children can arrive and will be signed into club by staff.

	3.30pm-4.15pm
	Free and organised play / activities 

	4.15pm-4.30pm
	Snack time – it may be longer than this if children are preparing snack as well

	4.30pm-5.15pm
	Free and organised play / activities

	5.15pm- 5.30pm
	Small snack for those remaining in club

	5.30pm-6.00pm
	Free and organised play / activities

	6.00pm
	Latest time for children to be collected and signed out
Staff will then. Ensure all areas are clean and locked up and can then leave the setting.
School caretaker locks up and sets alarm.



Parents/carers may arrive to collect their children at any time, up to 18:00. Whenever a child is collected, their parent/carer must sign them out. For children collected late or un-collected see (Late or un-collect children policy).






(S) 

Safeguarding 

Children have the right to be properly cared for and protected from violence, abuse and neglect by their parents and anyone looking after them. (Article 19 - UN Convention on the Rights of the Child).

As an organisation working with children, the Club has a responsibility to safeguard and promote children’s welfare and protect them from harm. The child’s welfare is always the paramount consideration and the protection of the child is the Club and the Registered Person’s/Responsible Individual’s first priority.

The Local Authority children’s services (Rhondda Cynon Taff) is the prime authority for dealing with child protection investigations, although concerns may be reported to a police officer. 

The Club takes steps to protect children by:

· Maintaining a child-centred ethos in the Club
· Having a robust staff and volunteer recruitment procedure (this includes maintaining current enhanced CRB disclosures.
· Having robust procedures for staff, students, visitors and volunteers.
· Ensuring no student, volunteer, visitor is left unsupervised at any time, and that a record of their attendance – including dates and times – is kept.
· Ensuring all staff are trained in Safeguarding Level 1 procedures (this includes recognition of signs of abuse).
· Maintaining appropriate staff: children ratios for the supervision of children (in line with, or exceeding, regulatory requirements)
· Implementing and maintaining a current risk assessment of all activity in the Club and ensuring adequate insurance cover is provided
· Designating a suitable child protection officer Leanne Brown who acts on behalf of the Club in any child protection matters. She is trained to Level 3 in safeguarding procedures and has undertaken PREVENT training.
(Please see the clubs Safeguarding Policy)
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