STATEMENT OF PURPOSE
AIMS AND OBJECTIVES

Our Holiday Club will provide safe surroundings where children will thrive, develop and enjoy their time with us. Our aim is to provide a professional, high quality caring service for children in an interesting and stimulating environment. 

We aim to provide holiday care that meets and supports our children and parents needs whilst complying with National Minimum Standards and regulations set by CSSIW.

We also aim:

· To create and maintain a stimulating environment for all of the children in our care. 

· To actively promote the development of positive self-image in all children.

· To work in partnership with parents/guardians, other colleagues and all other professionals.

· To take account of all children’s needs arising from race, religion, culture, language or gender.

· To provide quality care for all children, providing them with all relevant learning opportunities and personal encouragement.

· To provide places for those children with special needs.

· To encourage the participation of all parents/guardians in all aspects of the OOSC.
· To provide an atmosphere that makes children, parents/guardians and staff members comfortable within their environment.

· Badgers holiday club understands the problems that working parent’s face and aim’s to care for children in a way that their parents would but can’t as they need to work.
INCLUSION 

We will offer our service for all children aged 4.5-13 
years, males and females and will support and include children with special educational needs. We aim to provide this care for up to 40 children. 

The OOSC is committed to the inclusion of all children. All children have the right to be cared for and educated to develop to their full potential alongside each other through positive experiences, to enable them to share opportunities and experiences and develop and learn from each other. We provide a positive and welcoming environment where children are supported according to their individual needs.
The OOSC believes that all children have a right to experience and develop alongside their peers no matter what their individual needs. Each child’s needs are unique, therefore any attempt to categorise children is inappropriate.

The OOSC is committed to working alongside parents in the provision for their child’s individual needs, to enable us to help the child to develop to their full potential. The OOSC is committed to work with any child who has a specific need or disability to enable the child to make full use of the setting’s facilities. All children with special needs have a right to a broad and well-balanced education.

We feel it is paramount to find out as much as possible about a particular child’s condition and the way that affects his/her educational or care needs by:

· liaising with the child’s parents

· liaising with any professional agencies

· reading any reports that have been prepared

· attending any review meetings with the local authority

· regularly monitoring observations carried out on the child’s development.

All children will be given a full settling in period when joining the OOSC according to their needs.

AIMS


· recognise each child’s individual needs and ensure all staff are aware of and have regard for the Special Educational Needs Code of Practice on identification and assessment of any needs not being met by the  service provided by the nursery

· include all children in our provision

· provide practitioners to help support parents and children with learning difficulties and/or disabilities

· develop and maintain a core team of staff who are experienced in the care of children with additional needs and employ a special needs co-ordinator (SENCO) who is experienced in the care and assessment of children with additional needs.  Staff will be provided with specific training relating to SEN and the SEN Code of Practice

· identify the specific needs of children with learning difficulties and/or disabilities and meet those needs through a range of strategies

· work in partnership with parents and other agencies in order to meet individual children's needs, including the health and education authorities, and seek advice, support and training where required

· monitor and review our practice and provision and, if necessary, make adjustments, and seek specialist equipment and services if needed

· ensure that all children are treated as equals and are encouraged to take part in every aspect of the holiday club according to their individual needs and abilities

· promote positive images and role models during play experiences of those with additional needs wherever possible

· celebrate diversity in all aspects of play and learning 

Our OOSC Special Education Needs Co-ordinator (SENCO) is Catherine Hirst or in her absence Kirsty Duerden
.
She works closely with all staff to make sure there are systems in place to plan, implement, monitor, review and evaluate the special needs policy of the holiday club, always making sure plans and records are shared with parents.

METHODS:
· designate a member of staff to be Special Educational Needs Co-ordinator (SENCO) and give his/her name to parents

· provide a statement showing how we provide for children with learning difficulties and/or disabilities 

· ensure that the provision for children with learning difficulties and/or disabilities is the responsibility of all members of the OOSC
· ensure that our inclusive admissions practice includes equality of access and opportunity

· ensure that our physical environment is as far as possible suitable for children with disabilities

· work closely with parents of children with learning difficulties and/or disabilities  to create and maintain a positive partnership

· ensure that parents are informed at all stages of the assessment, planning, provision and review of their children's education 

· provide parents with information on sources of independent advice and support

· liaise with other professionals involved with children with learning difficulties and/or disabilities and their families, including transfer arrangements to other settings and schools. We work closely with the next care setting and meet with them to discuss the child’s needs to ensure continuity of care and information exchange

· use the graduated response system for identifying, assessing and responding to children's special educational needs

· provide a broad and balanced curriculum for all children with learning difficulties and/or disabilities 

· provide differentiated activities to meet all individual needs and abilities.
EQUAL OPPERTUNITIES
The OOSC takes great care to treat each individual as a person in their own right, with equal rights and responsibilities to any other individual, whether they be an adult or child. The OOSC is committed to providing equality of opportunity and anti-discriminatory practice for all children and families according to their individual needs. Discrimination on the grounds of gender, age, race, religion/belief, colour, creed, marital status, disability, sexual orientation, ethnic or national origin, or political belief, has no place within this nursery.

A commitment to implementing our equal opportunities policy will form part of each employee’s job description. Should anyone believe that this policy is not being upheld, it is their duty to report the matter to the attention of the OOSC manager/ owner/registered person at the earliest opportunity.

The legal framework for this policy is based on:

· Race Relations Act 1976

· Race Relations (Amendment) Act 2000

· Sex Discrimination Act 1986

· Children Act 2004

· Care standards Act 2002

· Childcare Act 2006

· Special Educational Needs and Disability Act 2001

· Employment Equality (Age) Regulations 2006

· Disability Discrimination Act 2005

· Equality Act 2006

· The Employment Equality (Religion or Belief) Regulations 2003
· The Employment Equality (Sexual Orientation) Regulations 2003
The OOSC and staff are committed to:

· recruiting, selecting, training and promoting individuals on the basis of occupational skills requirements. In this respect, the OOSC will ensure that no job applicant or employee will receive less favourable treatment on the grounds of age, gender, marital status, race, religion/belief, colour, cultural or national origin, or sexuality, which cannot be justified as being necessary for the safe and effective performance of their work or training

· providing a childcare place, wherever possible, for children who are designated disabled or disadvantaged according to their individual circumstances, and the OOSC’s ability to provide the necessary standard of care

· striving to promote equal access to services and projects by taking practical steps, (where possible) such as ensuring access to people with additional needs and by producing materials in relevant languages and media

· providing a secure environment in which all our children can flourish and all contributions are valued

· including and valuing the contribution of all families to our understanding of equality and diversity

· providing positive non-stereotype information about different ethnic groups and people with disabilities

· improving our knowledge and understanding of issues of equality and diversity

· regularly reviewing childcare practice to ensure the policy is effective and practices which are discriminatory

· making inclusion a thread, which runs through all of the activities of the nursery including encouraging positive role models through the use of toys, imaginary play and activities that promote non-stereotyped images.  

Admissions/ service provision
The OOSC is accessible to all children and families in the local community and further a field through a comprehensive and inclusive admissions policy.  

The OOSC will strive to ensure that all services and projects are accessible and relevant to all groups and individuals in the community within targeted age groups.

Recruitment

The OOSC will strive in its recruitment to ensure that the staffing levels reflect the community it serves.  All vacancies will be advertised as widely as budgets allow.  

Every effort will be made to ensure there is a representative balance on the selection group and all members of the group will be committed to equal opportunities practice as set out in this policy and will have received appropriate training in this regard.

Application forms will be sent out along with a copy of the equal opportunities policy. Application forms will not include questions that potentially discriminate against the grounds specified in the statement of intent.

At interview no questions will be posed which potentially discriminate against the grounds specified in the statement of intent.  At interview, all candidates will be asked the same questions, and members of the selection group will not introduce nor use any personal knowledge of candidates acquired outside the selection process.  Candidates will be given the opportunity to receive feedback on the reasons why they were not successful.

Staff

It is the policy of Badgers Holiday Club not to discriminate, whether directly or indirectly in the treatment of others.  All staff are expected to co-operate with the implementation, monitoring and improvement of this and other policies.  All staff are expected to challenge language, actions, behaviours and attitudes which are oppressive or discriminatory on the grounds as specified in this policy. All staff are expected to participate in equal opportunities training.
Food

· we will work in partnership with parents to ensure that the medical, cultural and dietary needs of children are met

· we will help children to learn about a range of food, cultural approaches to meal times and eating, and to respect the differences among them.

Meetings

· meetings will be arranged to ensure that all families who wish to, may be involved in the running of the OOSC. 
· information about meetings and activities will be communicated in a variety of ways according to individual needs (written, verbal and translated), to ensure that all parents have information about access to the meetings.

OPENING HOURS

The club will be open during every school holiday relevant for Welsh schools (not including Christmas and Airbus shut down). The session will begin at 7.30 am and finish at 6pm Monday to Thursday and 7.30 am to 1pm on a Friday
. Children are welcome to be dropped off and collected anytime throughout the day. 

STAFFING AND DEVELOPMENT

Our holiday club recognises that there is a vast difference in the age range of the children and therefore we recruit our staff with skills relevant to the appropriate age group.

The holiday club highly values its staff. It is in the interests of the OOSC, the children, their families, and the individual, that each staff member be given the opportunity to develop their skills to their maximum and to broaden their knowledge and skills in caring for children.  

Personal and professional development is essential to maintaining the delivery of high quality care and education for the children of our club.  It underpins all aspects of positive interactions and activities planned for all children attending. At Badgers holiday club we ensure that the majority of staff are qualified to Level 3 or equivalent in childcare and education and will meet the minimum ratio of 50/50 qualified and unqualified staff. We strongly promote constant professional development which is identified through appraisal and peer observation. 
To facilitate the development of staff we:

· coach, lead and role model with staff, and offer encouragement and support to achieve a high level of morale and motivation

· promote teamwork through ongoing communication, involvement and a no blame culture to enhance nursery practice

· provide opportunities for delegation based on skills and expertise to offer recognition and stimulate staff

· encourage staff to contribute ideas for change within the OOSC and hold regular staff meetings and team meetings to develop these ideas. Regular meetings are also held to discuss strategy, policy and activity planning

· encourage staff to further their experience and knowledge by attending relevant external training courses

· encourage staff to pass on their knowledge to those who are less experienced and disseminate knowledge from external training to small groups of staff within the OOSC
· provide regular in-house training relevant to the needs of the OOSC

· Staff appraisals are carried out every year where objectives and action plans for staff are set out, whilst also sourcing training according to their individual needs

· develop a training plan addressing both qualifications and continuous professional development needs of the setting and of individual staff

· promote a positive learning culture within the setting

· delegate responsibilities according to an individual’s expertise

· cascade information and hold regular internal training events

· carry out full evaluations of all training events and use these to evaluate the training against the aims set to enable the development of future training programmes to improve effectiveness and staff learning

· provide inductions to welcome all new staff and assign a ‘work-buddy’ to coach and support new staff

· offer ongoing support and guidance

· offer to staff varied information sources including membership to local and national organisations, resources, publications and literature.

FACILITIES

The facilities and environment is arranged to accommodate a quality play space which is richly resourced. The outdoor area is a huge playing field and the club is currently procuring a space next to the setting which will be transformed into an outdoor play space to suite all ages and abilities.

The current facilities are being updated to include a partition wall to enclose the facilities used by the children to ensure the children’s safety. Additional toilets are being added and a sink with hand washing facility is being added. The setting will consist of a large hall for larger scale games and activities, a stage for performances and productions and two smaller anti-room which will be used as our base and will have a range of areas permanently set up to meet the curriculum requirements. Further details will be available once construction is complete.

ACTIVITIES

The club is arranged to recognise children as individuals and the planned experiences are organised to meet all of the children’s needs. We have a free play policy within our club which means that the children will have a vast choice of freely accessible activities and resources to choose from throughout their time with us.

The planning for each day will be sent out a few weeks before each school holiday with the theme for the week or day and a section of activities to take place. These activities are extensive and will range from baking, craft, sports and performances to den building, fire lighting and back woods cooking. We will also offer a range of day trips to compliment the planned activities.

The parents and children will have input into the planning each holidays where they can suggest themes or activities that they wish to take part in. This will then be implemented into the planning. 

ARTS AND CRAFTS

Activities within the creative area will be planned according to the theme for the week or day. These will include opportunities for using malleable resources such as clay, play dough and salt dough and plastercine. Opportunities for being creative using cutting and sticking, drawing, painting, inking, papier mache, moulding, deco patch, sewing and junk modelling and any new ideas from the children are incorporated within this area.

CONSTRUCTION

Opportunities for construction will include a range of resources from ‘Community Play Things’ which include various sized and shaped blocks that encourage a range of development. It will also consist of lego, k’nex, canes, boxes and junk modelling and materials to be used in free flow play.

ROLE PLAY

The role play area is an ever changing environment which is adapted to suite the theme or preferences of the children attending the club. Within this area provision is made to include mark making, dressing up, face painting, construction, arts and crafts and junk modelling. 

MARK MAKING

Within the club provision is made for mark making throughout the various areas. There is also a specific area set up with white board markers and boards, slate and chalks, pens, pencils, papers, note books, clip boards ect to enable mark making.

EXPLORATION

The exploration area will contain natural resources from the natural world. It will be an ever evolving area which will change with the children’s preferences and evolve through further exploration. There will be provision for using scientific apparatus such as magnifying glasses and magnets with books to accompany the theme. The activities in this area may also include sensory play using smell, touch, taste, hearing and visually stimulating activities.

SAND AND WATER PLAY

Sand and water play will be provided with resources to extend the play in the area. This will include some natural resources similar to the exploration area which can be encouraged to be used to explore different areas of development including weights and measures, maths, communication and problem solving. 

IT AND MEDIA CENTRE

Use of different media is achieved by having the use of computers with age appropriate programs, wii console with developmental appropriate games, music zone, audio book centre and TV with DVD player and interactive games. These are usually free play resources that can enhance the play of the children.

QUIET/ COZY AREA

The cozy area is made by using sheets of material which is constructed into a tented like area intended to feel private and secluded. It will contain cushions, bean bags, cuddly toys, puppets, books, story sacks and soft lighting to create a relaxing environment.
TABLE TOP ACTIVITIES

Throughout the planning activities are arranged to incorporate all areas as mentioned above. General ‘table top’ activities are available for the children including puzzles, maths and problem solving resources (counters, sorting, threading, peg boards etc), card  games, gloop and general board games.  

RISKY PLAY AREA

Throughout planning we make available the use of risky play resources and activities such as the use of Hama Beads which require the use of an iron, woodwork using hammers and nails etc, glue guns and other resources which can be deemed risky. We feel it important for the children to assess their own risk and the area is explored during planned activities so that the children understand the dangers of using this equipment.  

OUTDOOR PLAY

As mentioned previously there is a large field available for the children to use which will have resources such as balls, tennis equipment, cricket and rounder’s sets and other large scale games equipment.

Details of another outdoor area will follow however our intention is to have play equipment such as a climbing frame and resources such as scooters, bikes, skate boards, large out door blocks and materials for den building. A fire pit will also have an area where activities such as backwoods cooking can take place.  

All of the mentioned planned areas are resourced to include the planning to encourage and develop the children’s play opportunities.

ROUTINE
7.30-9am Breakfast & free play
9-10.30am Activities

10.30-10.45am Snack

10.45am-12pm Activities

12pm-1pm Lunch and quite time
1pm-3pm Activities

3pm-3.30pm Snack
3.30pm-5pm Activities

5pm-5.15pm Snack

5.15pm-6 Activities/wind-down time
This routine is subject to change and can be adapted during the session to allow play opportunities to continue without interruption or annihilation by the change to the next activity on the schedule. The children have freedom of choice and are allowed to move in and out of planned and child indicated play as they wish.

LANGUAGES USED

The activities will be delivered in English however children of any additional languages will be supported by the staff in the setting. This will be done by supplying books in the additional language, translation of the policies, signs etc and key words to be displayed around the setting. 

TERMS AND CONDITIONS

Upon completion of application and booking a place will be allocated on a day to day basis. This will be subject to places being available and waiting list availability. All days must be booked in advance. Days not used will still be charged within a two week window. The children are welcome to arrive from 7.30am and collection is by 6pm Monday to Thursday and 7.30 am and 1 pm on a Friday.

ARRIVALS AND COLLECTION

It is the policy of the OOSC to give a warm welcome to each child on their arrival and encourage the parent to leave their child in their care with confidence. 

Parents/carers must bring their children into holiday club and are requested to pass their child to a specific member of staff who will ensure his/her safety, and that their attendance is recorded in the register.
The parent/carer must sign their child in the room signing in/out book this should not be done by a staff member.  The register is then taken after breakfast to record the child’s daily attendance. Any specific information provided by the parents should be recorded and kept on the premesis.
If the parent requests the child to be given medicine during the day the staff member must ensure that the medicine consent procedure is followed.

The planned departure of the child should be anticipated by the team members. All medicines should be recovered from the medicine box/fridge only when the parent/carer has arrived and should be handed to him/her personally.

 If the child is not to be collected by the parent/carer at the end of the session, an agreed procedure must be followed to identify the nominated adult, this will normally involve a password. No child should be handed over to anyone other than the known parent/carer unless an agreement has been made at the time of arrival. Children must not be discharged into the care of an intoxicated person under any circumstance. On departure, the parent/carer must sign their child out of the signing in/out book to show that the child has left the premises. 

Parents must inform the OOSC if their child is not going to attend for their session, ie due to holiday or sickness.  Wherever possible parents should advise the OOSC of late arrival.

For arrivals and departures of visitors the appropriate records must be completed on entry and exit e.g. in the visitors book.

SICKNESS

Children should not be left at OOSC if they are unwell. If a child is unwell then they will prefer to be at home with their parents rather than at the OOSC with their peers. To these ends we will follow these procedures to ensure the welfare of all children within the OOSC.
· if a child becomes ill during the OOSC day, their parents / carers will be contacted and asked to come and asked to pick their child up as soon as possible. During this time the child will be cared for in a quiet, calm area with their key person 

· should a child have an infectious disease, such as an eye/ear infection or sickness and diarrhoea, they should not return to nursery until they have been clear for at least 48 hours

· it is vital that we follow the advice given to us by our registering authority and exclude specific contagious conditions, e.g. sickness and diarrhoea and chicken pox, to protect the other children in the OOSC. Illnesses of this nature are very contagious and it is exceedingly unfair to expose other children to the risk of an infection

· if a contagious infection is identified in the OOSC, parents will be informed to enable them to spot the early signs of this illness. All equipment and resources that may have come into contact with a contagious child will be cleaned and sterilised thoroughly to reduce the spread of this infection

· the OOSC has the right to refuse admission to a child who is unwell. This decision will be taken by the manager on duty and is non-negotiable. 

· No child should be sent home from OOSC without the permission of the Holiday Club Manager.

MENINGITIS PROCEDURE

If a parent informs the OOSC that their child has meningitis, the OOSC manager should contact the Infection Control Nurse for their area, RIDOR and CSSIW. If parents do not inform the OOSC, we will be contacted directly by the IC Nurse and the appropriate support will be given.

TRANSPORTING CHILDREN TO HOSPITAL PROCEDURE
1. if the sickness is severe we will call for an ambulance immediately. We will not attempt to transport the sick child in your own vehicle

2. whilst waiting for the ambulance we will contact the parent/carer and arrange to meet them at the hospital

3. a senior member of staff will accompany the child and collect together registration forms, relevant medication sheets, medication and the child’s comforter. A member of the management team will also be informed immediately

4. we will remain calm at all times. Children who witness an incident may well be affected by it and may need lots of cuddles and reassurance.

MEDICATION POLICY

When dealing with medication of any kind in the OOSC, strict guidelines should be followed.

PRESCRIBED MEDICATION
· prescribed medicine can only be given to the person named on the bottle for the dosage stated

· the parent or guardian of any child requiring prescribed medication should allow a senior member of staff to have sight of the bottle. The staff member should note the details of the administration on the appropriate form. Another member of staff should check these details

· the parent or guardian should give prior written permission for the administration of each and every medication, however we will except written permission once for a whole course of medication or for the ongoing use of a particular medication under the following circumstances:

1. the written permission is only acceptable for that brand name of medication and cannot be used for similar types of medication, e.g. if the course of antibiotics is changed, a new form will need to be completed

2. the dosage on the written permission is the only dosage that will be administered. We will not give a different dose unless a new form is completed

3. parents should notify us IMMEDIATLEY if the child’s circumstances change, e.g. a dose has been given at home, or a change in strength / dose needs to be given 

4. in the case of medication that may need to be given to a child in the case of them becoming ill during the day, e.g. liquid paracetamol for temperature reduction, parents will be contacted as soon as possible to ensure all details are correct and that they agree with the dosage being given.

· the OOSC will not administer a dosage that exceeds the recommended dose on the 
instructions unless accompanied by a doctors letter

· the parent or guardian should be asked when the child had last been given the medication before coming to OOSC: this information should be recorded on the medication form. Similarly when the child is picked up, the parent or guardian must be given precise details of the times and dosage given throughout the day. The parent’s or guardian’s signature must be obtained at both times

· at the time of administering the medicine a senior member of staff will ask the child to take the medicine, or offer it in a manner acceptable to the child at the prescribed time and in the prescribed form. (It is important to note that staff working with children are not legally obliged to administer medication)

· if the child refuses to take the appropriate medication then a note should be made on the form

· where medication is “essential” or may have side effects, discussion with the parent should take place to establish the appropriate response

· wherever possible ask parents to request that GPs prescribe the least number of doses per day, i.e. 3 x daily, rather than 4 x daily. 

NON-PRESCRIBED MEDICATION
· the OOSC will administer non-prescribed medication for a period of three days. After this time medical attention should be sought

· if a child needs liquid paracetamol or similar during their time at OOSC, such medication should be treated as prescribed medication with the onus being on the parent to provide the medicine. Follow the prescribed medication procedure

· on registration parents will be asked if they would like to fill out a medication form for a specific type of liquid paracetamol which can be given in the case of an increase in the child’s temperature. This form will state the dose to be given, the circumstances in which this can be given e.g. the temperature increase of their child, the specific brand name or type of liquid paracetamol and a signed statement to say that this may be administered in an emergency if they CANNOT contact the parent

· for any non-prescribed cream for skin conditions e.g. sudocreme, prior written permission must be obtained from the parent/guardian and the onus is on the parent to provide the cream which should be clearly labeled with the child’s name

· if any child is brought to the OOSC in a condition in which he/she may require medication sometime during the day, the manager will decide if the child is fit to be left at the OOSC. If the child is staying, the parent or guardian must be asked if any kind of medication has already been given, at what time and in what dosage

· as with any kind of medication, staff will ensure that the parent or guardian is informed of any non-prescribed medicines given to the child whilst at the OOSC, together with the times and dosage given

· the OOSC DOES NOT administer medication unless prior written consent is given for each and every medicine.

The first aid box for staff should be kept in a readily accessible position, but out of reach of the children.

First aid boxes should only contain items permitted by the Health & Safety (First Aid) Regulations Act 1981, such as sterile dressing, bandages, and eye pads. No other medical items, such as paracetamol should be kept in the first aid box.

STORAGE OF MEDICATION
All medication for children must have the child’s name clearly written on the original container and kept in a closed box which is out of reach of all children and under supervision at all times. If this box is left unguarded at anytime throughout the day, we have a procedure in place to ensure the safety of any child or adult in the nursery, including visitors, parents and siblings able to access the area. 

Emergency medication, such as inhalers and epipens, will be within easy reach of staff in case of an immediate need, but will remain out of children’s reach and under supervision at all times.

Any antibiotics requiring refrigeration must be kept in an area not accessible to children.

All medications should be in their original containers. All prescribed medicines should have the pharmacist’s details and notes attached to show the dosage needed and the date the prescription was issued. This will all be checked, along with expiry dates, before staff agree to administer medication.  

DIETARY NEEDS

Individual dietary requirements will be respected. We will gather information from parents regarding their children’s dietary needs including any allergies. Where appropriate we will carry out a risk assessment in the case of allergies and work alongside parents to put into place an individual diet plan for their child
Staff will show sensitivity in providing for children’s diets and allergies. They would not use a child’s diet or allergy as a label for the child, or make a child feel singled out because of her/his diet or allergy.

BEHAVIOUR MANAGEMENT 

Our OOSC believes that children flourish best when they know how they are expected to behave.  Children gain respect through interaction with caring adults who show them respect and value their individual personalities. Positive, caring and polite behaviour will be encouraged and praised at all times in an environment where children learn to respect themselves, other people and their surroundings. 

Children need to have set boundaries of behaviour for their own safety and the safety of their peers.  Within the OOSC we aim to set these boundaries in a way which helps the child to develop a sense of the significance of their own behaviour, both on their own environment and those around them. Restrictions on the child's natural desire to explore and develop their own ideas and concepts are kept to a minimum.  

We aim to:

· recognise the individuality of all our children

· encourage self-discipline, consideration for each other, our surroundings and property

· encourage children to participate in a wide range of group activities to enable them to develop their social skills

· work in partnership with parents and carers by communicating openly

· praise children and acknowledge their positive actions and attitudes therefore ensuring that children see that we value and respect them

· encourage all staff working with the children to accept their responsibility for implementing the goals in the policy

· promote non-violence and encourage the children to deal with conflict peaceably

· have a named person who has overall responsibility for issues concerning behaviour.

We will keep up to date with legislation and research and support changes to policies and procedures in the OOSC; access relevant sources of expertise where required and act as a central information source for all involved; attend regular external training events, and ensure all staff attend relevant in-house or external training for behaviour management.  A record will be kept of staff attendance at this training

We recognise that codes for interacting with other people vary between cultures and staff are required to be aware of this and respect those used by members of the OOSC.   

OOSC rules are concerned with safety and care and respect for each other. Children who behave inappropriately by physically abusing another child or adult, or through verbal bullying, will be required to talk through these actions and apologise where appropriate. The child who has been upset will be comforted and the adult will confirm that the other child's behaviour is not acceptable. It is important to acknowledge when a child is feeling angry or upset and that it is the behaviour we are rejecting, not the child.

When children behave in unacceptable ways:

· physical punishment such as smacking or shaking will be neither used nor threatened
· children will not be singled out or humiliated in any way. Staff within the OOSC will redirect the children towards alternative activities. Discussions with children will take place respecting their level of understanding and maturity
· staff will not raise their voices in a threatening way
· in any case of misbehaviour, it will always be made clear to the child or children in question, that it is the behaviour and not the child that is unwelcome
· how a particular type of behaviour is handled will depend on the child’s age, level of development and the circumstances surrounding the behaviour.  It may involve the child being asked to talk and think about what he or she has done.  It may also include the child apologising for their actions.
· parents will be informed if their child is unkind to others or if their child has been upset.  In all cases inappropriate behaviour will be dealt with in OOSC at the time. Parents may be asked to meet with staff to discuss their child's behaviour, so that if there are any difficulties we can work together to ensure consistency between their home and the OOSC. In some cases we may request additional advice and support from other professionals, such as an educational psychologist or child guidance counsellors
· children need to develop non-aggressive strategies to enable them to stand up for themselves so that adults and children listen to them. They need to be given opportunities to release their feelings more creatively
· confidential records will be kept on any negative behaviour that has taken place. Parents/carers will be informed and asked to read and sign any entries concerning their child
· if a child requires help to develop positive behaviour, every effort will be made to provide for their needs
· through partnership with parents/carers and formal observations, staff will make every effort to identify any behavioural concerns and the causes of that behaviour. From these observations and discussions an individual behaviour modification plan will be implemented
· children will be distracted from the negative situation and supported in a different activity or environment, if necessary for their own well-being and that of others in the group.
ADMISSIONS POLICY

The club is in the process of being registered however we are aiming to register for around 40 children per day for school aged children from 4.5 to 11. We have the intention to offer our services for children up to 14 years in the future.

 Upon application children will be allocated places and dates will be secured.

The application must be completed in full and parents must provide information required for each child before a place will be allocated. This information includes personal details of the child, parents and emergency contact information. It also includes information of dietary requirements and any specific educational needs, collection arrangements, parental consent and doctor’s information. All information required on the admissions for is inline with national minimum standards and CSSIW regulations. 

A further form is requested to be completed by the children and their parents called ‘All About Me’. It gives further information about the children and allows team members to have an idea of the children’s likes and dislikes before they start the club. 

We operate an inclusion and equality policy and ensure that children have access to holiday club places irrespective of gender, race, religion, colour or creed. 

The fee payable to the club per session is £23.00 for the first child and £20.00 for further siblings attending the club on the same day.

Trips arranged will incur a small charge dependent on the nature of the trip. This cost will be at a minimum charge.   

The service includes breakfast, snacks throughout the day and an afternoon larger snack which is supplied by the club. Children are expected to bring a healthy packed lunch with them each day.   

CONTACT INFORMATION
The setting can be contacted via

ADDRESS
Guilden Sutton Day Nursery

AV Wildings Estate 

Guilden Sutton Lane 

Chester

CH3 7EX

CALL: 01244 321711
EMAIL: info@gsdn.co.uk
WEBSITE: www.gsdn.co.uk
MOBILE CONTACT NUMBER: 07506046511

COMPLAINTS AND CONCERNS

Our OOSC believes that parents are entitled to expect courtesy and prompt, careful attention to their individual needs and wishes. We hope that at all times you will be happy with the service provided and that you might like to voice your appreciation to the staff concerned. Complaints should be dealt with professionally and promptly to ensure that any issues arising from these complaints are handled effectively and to ensure the welfare of all children.
We welcome any suggestions from parents on how we can improve our services, and will give prompt and serious attention to any concerns that they may have by following our complaints procedure as outlined below:
Stage 1
If any parent should have cause for complaint or any queries regarding the care or education of their child they should in the first instance take it up with the child's key person or a senior member of staff/room leader.  
Stage 2

If the issue remains unresolved and there is not a satisfactory outcome, then the manager should be contacted. These concerns must be presented in writing to the OOSC manager. The manager will then investigate the complaint and report back to the parent within three days. This will be fully documented in the complaints log book and will detail the nature of the complaint and any actions arising from it.  

Stage 3

If the matter is still not resolved a formal meeting should be held between the manager, parent and the senior staff member to ensure that it is dealt with sufficiently. A record of the meeting should be made along with documented minutes and actions. All parties present at the meeting will sign the record and receive a copy, which will signify the conclusion of the procedure.
Stage 4 
If the matter cannot be resolved to their satisfaction, then parents have the right to raise the matter with CSSIW.
A record of complaints will be kept in the OOSC. Parents will be able to access this record if they wish to. However all personal details relating to any complaint will be stored confidentially and will be only accessible by the parties involved.

In case of a complaint relating to Safeguarding Children, please refer to the Safeguarding Policy.
EMERGENCY ARRANGEMENTS
MEDICAL EMERGENCY OR ACCIDENT
If a serious accident occurs and a child requires medical attention, every attempt will be made to contact the parents. In the event of an emergency and the parent not being contacted, a senior member of staff will accompany the child to the local Accident & Emergency Unit. In this instance the OOSC will continue it’s efforts to contact parents, should parents not be obtainable the child’s emergency contact numbers will be tried.

There are always First Aid Trained staff on the premises; most staff are trained with Paediatric first aid procedures. The Staff names will be listed on the notice board within the club room.

FIRE EVACUATION EMERGENCY

On discovering a fire

1. CALMLY raise the alarm  by breaking the alarm glass

2. Immediately evacuate the building under guidance from the manager

3. Put the high visability jacket on 

4. Using the nearest exit lead the children out, assemble in the staff car park outside the OOSC gates

5. Manager or duty manager to check all rooms, toilets, corners, etc

6. Close all doors behind you.

The manager/supervisor is to:

1. Pick up the children’s register, emergency contacts list, mobile phone and visitor book

2. Telephone emergency services: dial 999 and ask for the fire service

3. In a safe place clear of the building - check the children against the register

4. Account for all adults.

· Do not try to collect personal belongings on evacuating the building

· Do not attempt to go back in and fight the fire

· Do not attempt to go back in if any children or adults are not accounted for
· Advise the fire services of anyone missing.
ANIMALS AND PETS ON THE PREMESIS
The club will not have any animals or pets however with prior arrangements and consultation from all parents; pets will be invited into the club for special days or activities. We will also on occasion have visits from companies such as Pets At Home who will bring a selection of animals to the setting for us to learn about. 

As previously mentioned parents will be consulted to ensure there are no allergies to particular animals.

Once animals have been handled hands must be washed and the area sanitised immediately.

STATEMENT OF PURPOSE REVIEW

The statement of purpose will be reviewed prior to the club opening once registration has been complete. It will then be reviewed on an annual basis and copies of the reviewed document will be submitted to CSSIW and displayed for our parents to see.
 Amendments made: 9/2/17 C.Hirst
�Change from 12 years


�Change from just CH


�Factory now closed from 1pm.


�Factory now closed 1pm Friday
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