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INTRODUCTION

Welcome to the Llanidloes After School Club and Holiday Club, known as The Jungle Club, which opened in April 2006.  It is situated in the white mobile in the Llanidloes primary school playground.

The club is an enterprise of Llani Ltd and is run by a management committee on a non-profit making basis for the benefit of the community.  It is dedicated to providing a stimulating play environment that is also safe and welcoming.  There are places for 16 children aged from 4 – 14 years.  The language instructed will be mainly English with some Welsh introduced.

Our aim is to have fun, in an inclusive atmosphere where everyone’s contribution is valued, and where everyone is respected as an individual and as a part of the group.

	KEY CONTACTS

Jungle Club telephone number: 07746 856071

Management Committee


	
	

	POSITION
	NAME
	

	Chair

	Theresa Crowther
	

	Vice Chair
	April Cullen


	
	

	Treasurer


	Alison Williams
	

	Secretary
	Jen Deakins
	

	Committee members 


	Davina Bound

Glyn Powell

Norma Griffiths
	

	Llani Ltd Officer


	Nick Venti
	

	
	
	

	
	
	

	Staff


	
	

	POSITION


	NAME
	

	Play leader


	Ellen Blair
	

	Play assistant
	Donna Williams


	

	Trainee
	Lucy Davies
	


CHILD INDUCTION PLAN

1. On making an initial enquiry about using the Jungle Club, parents will be provided with a brochure giving them key information about the club’s operation.

2. Should the parents wish to proceed and make a booking then a full ‘parents’ handbook’ will be issued so that they can familiarise themselves with the club’s policies and procedures.

3. Parents will be invited to bring their children to the club before their first session to enable both them and the children to feel at home and comfortable with the setting and staff.

4. During this initial visit, parents can ask the play leader any questions that they may have regarding the policies and procedures as outlined in the parents’ handbook.

5. Children will be given a basic induction that will include outlining the club’s ground rules and showing children around the premises (toilets, toy cupboard, out-of-bounds areas, etc).

6. The play leader will welcome all new children and introduce them to the staff and the other children at the club.

7. Children are encouraged to make new friends and join in activities.  However, the needs of the individual child will be respected and no child is forced to take part in any activity.

8. Parents will be informed of their child(ren)’s progress.  All the staff welcome any questions from parents regarding their child.

JUNGLE CLUB DETAILS

Staff
We are working towards registration with the CSSIW (Care & Social Services Inspectorate for Wales), so we adhere to the national minimum standards for staff operating a childcare service.  We will ensure that our play leaders hold, or are working, towards a relevant level 3 NVQ qualification, or equivalent. At least half of the rest of the staff will hold a relevant level 2 NVQ qualification, or equivalent.  Relevant qualifications include those in early years care and education and play work.  Appropriate experience is also essential for a play leader’s position.   All staff will be CRB (Criminal Records Bureau) checked.

We will also ensure that the staff attend training to gain a current qualification in First Aid and Food Hygiene.  These will be regularly updated as recommended.

An ongoing programme of training is available to our staff and personal development is actively encouraged.  This programme includes training opportunities, as available, in the areas of equal opportunities and managing difficult behaviour.

We operate at least a 1:8 adult:child ratio in order to comply with the national minimum standards.  If we take the children out of the normal environment of the ASC then we are likely to increase this ratio to ensure the safety of the children.

Notice Board

There is a notice board containing information of interest to parents in the Club.

Child Registration Forms

Each child attending the club must have a fully completed and signed Child Registration Form prior to the first session.  This is so that the staff are fully aware of any specific needs your child or children may have.  Parents are also asked to provide contact numbers for themselves or other carers while their child is at the club, plus the names of any persons authorised by themselves to collect their child(ren).  The Child Registration Form must be signed by the parent to confirm that they have read and understood and agree to abide with the terms and conditions.

Session Times

The After School Club is open from 3.15 pm to 6.00 pm for children aged 8 or over.  Until CSSIW registration is obtained, children aged under 8 can only attend from 3.30 pm – 5.30 pm.  The Holiday Club is open from 8.30 am to 5.30 pm for children aged 8 or over.

Late Collections

Children must be collected no later than the end of their session.  Please note that if a child is not collected by the end of the session, there will be a fine of £3.00 for every 15 minutes of extra time that they are left, unless there is a genuine reason that is accepted by the management committee and it is a one-off occurrence.

Booking Procedures

Parents are requested to book by Thursday of each week for sessions they require for the following week. Once booked all sessions must be paid for in full.  Extra sessions can be booked in addition to those arranged on the Thursday, providing places are available in the club.  The club’s telephone number is 07746 856071.  Parents are requested not to call Llanidloes primary school on matters regarding the club.  Parents must inform club staff of any changes to booked sessions, including if a child is NOT attending as when a child does not attend a booked session, staff will waste time waiting at the school for that child, when the parent should have passed on the information that the child would be absent.

Payment of Fees

Fees must be paid at the time of booking, and any additional sessions attended must be paid for the same week, by the end of that week at the latest. Payment can be made by cash or cheques made payable to Llanidloes After School Club.

Working Family Tax Credit

As soon as the ASC is registered with CSSIW, parents who are eligible for WFTC can claim for childcare sessions that their child(ren) attend.  More details are available upon request.

Food and Drink

A snack of toast, fruit and a drink will be provided for children on their arrival at the club.  Parents must make sure that they have included any details of allergies or dietary needs that their children have on their Child Registration Form.

Activities

A wide range of activities is available for the children attending the club including:

· Arts and Crafts

· Puppet making

· Cooking

· Sports and outdoor games

· Den building

· Dressing up

· Junk modelling

· Weaving and knitting

· Games

· Storytelling

· Reading

· Free play

· Special Events           

There is also a quiet, comfortable area where children can relax if they want to.

These activities are designed to assist with the emotional, physical, social, creative, intellectual and language development of the children.  Children will be encouraged to use their imagination and to explore their full potential, which will lead them to become confident and independent and to develop self-esteem. They will also be helped to develop a sense of right and wrong.

ADMISSIONS POLICY

1. The After School Club is open to any child attending any school in the Llanidloes area.

2. No child shall receive less favourable treatment on the grounds of race, colour, ethnic or national origin, religious beliefs, disability or the ability to pay.

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

a) first priority will be given to children of working parents, working single parents and parents who are studying, or training, to re-enter the workforce;


b) then places will be given to children who are booking for every day of the week;


c) if places are limited, siblings of children already at the club will have priority over others;

d) while further places exist, these will be allocated on a first come - first offer basis.

4. Provision will be made for social service, employer or other sponsored places.

5. Places can be reserved in advance in order to secure placements, although payment is required on booking.

6. Admission forms showing children’s registration details must be updated regularly.

7. Fees must be paid in advance when booking a child’s place. This will not be refundable except in exceptional circumstances, which will be determined by the management committee.  

8. If the club is oversubscribed then a waiting list will be kept and administered by the play leader.

9. The management committee reserves the right to refuse admission to any child whose behaviour is, in their opinion, not in the best interest of the other children’s health and safety.  This course of action would only be implemented once procedures and policies for tackling behavioural problems have been exhausted.


ARRIVAL, COLLECTION AND NON-COLLECTION OF CHILDREN POLICY

ARRIVAL

1. During term time children will be collected from the school hall, playground or other designated area by an appropriate number of club staff (depending on the number of children booked in to the club) and safely escorted to the after school club premises.

2. The schoolteachers and children will know the club staff or individuals acting as escorts.  Any such escorts will wear or carry identification and will have read and signed the club’s ‘escort agreement’.  In all circumstances the escorts will have had relevant CRB checks carried out.

3. Children from surrounding schools will arrive by taxi.  The booking and payment of transport by taxi will be the responsibility of the individual parents concerned and will be a private arrangement between the parents and the transport provider.  However club’s management recommends that the school and children know the drivers of the taxis and that proof of identity should be carried and produced if necessary.  It is also highly recommended that parents insist that CRB checks be made on the taxi drivers involved. 

COLLECTION

1. 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 made known to the play leader. 

2. Children will only be permitted to leave the club if collected and signed out by their parent/guardian or by a named collector whose name is on the child’s registration form.  In no circumstances will children be allowed to leave the club unattended.

3. 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 play leader both in writing and verbally.

4. The person collecting a child must approach a member of the club’s staff so that the club staff know who is being collected, and by whom, and can sign the children out.

5. Parents must notify the club in good time regarding the attendance/non-attendance of their child.  Unless exceptional circumstances apply, failure to give 24 hours notice of cancellation/non attendance will incur the full cost of the session.

There can be no exceptions to the above policies as the care and safety of each child attending the club remains the responsibility of the club until the child is properly signed out. 

Parents should be in a fit state to collect their child(ren).  If a parent arrives in an “unfit” state, through, for example, alcohol or drug abuse, the worker should notify Social Services immediately but cannot refuse to hand over the child(ren) to the parent.

Under the Children Act 1989, parents do not lose parental responsibility except through an adoption order. This means that divorced parents retain rights of contact with their children unless the courts have made an order that they should not do so. Play workers therefore do not have the right to stop divorced parents from collecting their children unless they are aware of a court order preventing contact between the parent and the child(ren).

This would apply in the same way if the parents were in the process of separating.  A mother’s request that the children do not go home with their father cannot be guaranteed unless there is a court order preventing him from having contact with them.

Parental responsibility is given to both parents if they are married when the child is born or subsequently. Otherwise only the mother has parental responsibility. An unmarried father can acquire parental responsibility through a court application, as can a guardian, grandparents, etc.
NON-COLLECTION

1. In the case of a parent/carer failing to collect the child, the play leader will call the emergency contacts named on the child’s registration form to ask them to come to the club to take the child home.

2. If a child has still not been collected half an hour after the club’s closing time, and if no communication has been received from any of the main or emergency contacts, then the local police will be contacted to check for information on road accidents and/or any other emergencies which may have affected the parents/carer’s ability to collect the child.  The police may or may not then decide to hold the child in a safe place until an appropriate person is able to collect them.

3. Depending on the outcome of communications with the police, the local Social Services department will be contacted to take responsibility for the child.

4. If a parent is unreasonably late in collecting their child without contacting the club to inform us of any unexpected delays – or is persistently late - a charge will be made at a rate of £3.00 for every 15 minutes (unless an emergency has occurred).

5. No child will ever be left unsupervised because a parent/carer has failed to collect him/her.

6. No member of staff will be left alone with any child who has not been collected and no member of staff will ever attempt to take the child home with them.

CHILD PARTICIPATION POLICY

‘Children who can form their own views have the right to express those views and have them taken into account.’ 
(Article 12, UN Convention on the Rights of the Child)
· All children in the club will be treated with respect.

· The children will be consulted on how the club is set up and run.

· Children will devise and regularly review the ground rules of the club.

· A children’s committee will be established to feed back ideas and comments to the play workers and adult committee members.

· A suggestion box for the children will be prominently displayed for them to use.

· Regular questionnaires will be given to the children and the results analysed and acted upon quickly.

· Regular, informal children’s meetings will be held to discuss issues on how the club is run and activities that take place.

A child who participates in decisions about the club is likely to be happy and enthusiastic about attending the club – giving the working parent and carer peace of mind.

‘A child who feels respected and valued by adults is likely to reciprocate that respect.’ 
(Children’s Participation Pack, Save the Children 1996)

BEHAVIOUR POLICY

Children are encouraged to set their own ground rules. These are discussed and set during ‘circle time’. These ground rules are displayed in the club and are introduced to all children.

In addition to these ground rules, the club management will not tolerate the following actions, whether they be perpetrated by children, parents, staff or others linked to the club:

· physical actions that may harm other children or staff, including hitting, fighting and spitting;

· bullying, harassment or intimidation;

· abusive language, gestures or actions including swearing;

· threatening behaviour;

· discrimination against a group or individual on the basis of cultural background, religion, ability, sex, age, etc.

General disobedience that is likely to lead to the health and safety of others being compromised is also behaviour that is not acceptable.

Any actions that are deemed to endanger the welfare of children or staff in the club will be dealt with according to the club’s discipline and behaviour management policy.

Appropriate behaviour will be gauged by the individual child’s age, level of understanding and specific needs.  Those children who have recognised behavioural difficulties will be given extra support from staff in the club to help them to manage their own behaviour.  Where necessary one to one support will be offered to the child, on discussion with parents and staff to identify the need for the benefit of the child.

DISCIPLINE AND BEHAVIOUR MANAGEMENT POLICY

1. Acceptable social behaviour is encouraged by the staff acting as role models and displaying considerate attitudes.  Unacceptable behaviour is quickly identified and dealt with positively.  Reasons are always explained to the child involved and good behaviour is always praised.

2. Children will not be shouted at, verbally abused, intimidated, humiliated or ashamed.  

3. No physical punishment will ever be used or threatened.  Shaking, slapping and smacking are not allowed.

4. Club staff and volunteers will not use any form of physical intervention, for example, holding, unless it is necessary to prevent personal injury to the child, other children, an adult or serious damage to property.  Any incident is recorded in the club’s incident book and the parent will be informed of the incident on the same day.

5. In severe cases of unacceptable behaviour, ‘time out’ or loss of privilege will be used.

6. Those children who have recognised behavioural difficulties will be given extra support from the club’s staff in order to help them to manage their own behaviour.

7. Discipline, while being consistent and fair, will not be prescriptive and will be tailored to meet the needs of individual children.

8. Staff will be offered training as a part of their personal development in how to manage behaviour effectively.  This will include training on how to recognise the signs of bullying.

9. While petty ‘tale telling’ is not desirable, genuine ‘whistle blowing’ on bullying and other unacceptable behaviour (as listed in the behaviour policy) is actively encouraged from children, staff and parents.  

10. A nominated ‘buddy’ (a trained member of staff) will be identified within the club and made accessible to all children.  The ‘buddy’ will act as someone that children can go to in the event of suffering or experiencing bullying.

FORMAL DISCIPLINARY PROCEDURE

1. Unacceptable behaviour will be dealt with by the play worker explaining the misbehaviour to the child concerned in private.  

2. Notes will be kept for reference and major incidents of unacceptable behaviour will be logged in the incident book.  Parents will then be told of the incident, the action taken by the staff and the desired outcome.  Parents will then be required to sign the incident book showing that they are aware of the situation.

3. If the child still continues to misbehave, and is causing disruption to the running of the club, then the play leader will discuss the matter with the parent/guardian in a formal meeting.  The parent will be made aware of the gravity of the situation and the possibility that the child may have to be excluded from club if his/her behaviour does not improve.

4. If there has been no improvement then the matter will be passed to the club’s management committee for consideration.

5. The parent/guardian will receive written notification from them that exclusion of the child is under consideration.

6. Final action is the exclusion of the child from the club.

Unacceptable behaviour, such as that outlined in the club’s behaviour policy, from parents or carers will not be tolerated and any such actions will result in immediate exclusion from the club.

ANTI BULLYING POLICY

While petty ‘tale telling’ is not desirable, genuine ‘whistle blowing’ on bullying and other unacceptable behaviour is actively encouraged from children, staff and parents.

The club defines bullying as:

“Verbal and/or physical intimidation, either direct or indirect, which makes an individual feel threatened or uncomfortable”

· This policy relates to all staff, children and parents/carers linked to the club.
· Changes in behaviour that suggest a child is being bullied will be dealt with in the following way:

1. The child will be comforted and encouraged to explain what has happened.

2. The play leader will investigate the matter in a sensitive manner (see confidentiality policy).

3. Where the bullying has been perpetrated by another child the play leader will work in partnership with the child and his/her parents (where appropriate) to find a positive way forward.

4. Following the investigation the club’s child protection policy and/or behaviour management policy may be implemented dependant upon the source of the bullying.

· Opportunities for discussion, information and resources on the subject of bullying will be used as an integral part of the clubs programme. Specific instances may also trigger discrete activities on the subject in order to raise children’s awareness. 

EQUAL OPPORTUNITIES STATEMENT
· No child or family should receive less favourable treatment on the grounds of race, colour, ethnic, or national origin, religious beliefs, disability, or the ability to pay, in any matter to do with the after school club care.

· Both the staff and the management committee will ensure that the service they provide is accessible to everyone.  Physical disability will be discussed individually with parents to identify the needs and will be available as far as possibly viable.  Where issues prove impossible to overcome, then the service cannot be offered, but the utmost will be done to assist as much as possible.

· This policy will be actively promoted through our decision-making, employment practices and service provision, and we will strive to monitor its implementation and its effectiveness.

Admissions 

This setting is open to every family. We operate an admissions policy.  Families joining the setting are made fully aware of our equal opportunities policy.  All club staff accept a commitment to implementing the club’s equal opportunities policy as part of their job description.

Families

We recognise that many different types of family successfully love and care for children and we welcome all types of family. 

The Curriculum

We respect all children and aim to recognise value and encourage their individuality and their potential.  Activities and the use of play equipment offer children the opportunities to develop in the environment free from prejudice and discrimination. Children are given opportunities to explore, understand and value similarities and differences between themselves and others.

Resources

These are chosen to give children a balanced view of the world and an appreciation of the rich diversity of our multicultural society.  Materials are selected to help children develop their self-respect and to respect other people, by avoiding stereotypes and derogatory pictures or messages about any group of people.

Special Needs

We recognise the wide range of special needs of children and families, and will seek to play a part in meeting these needs.  Planning for meetings and events will take into account the needs of people with disabilities.

Discriminatory Behaviour or Remarks

These are not accepted in the setting.  We aim to respond in a way that is sensitive to everyone’s feelings, and which helps those responsible to understand and overcome the prejudice.

Language

Information, written and spoken, will be clearly communicated in as many languages as necessary.  Bilingual and multilingual children are an asset to us all.  They will be valued and their languages recognised and respected in the group. 

Food

Medical, cultural religious and dietary needs will be met as requested by families.

Meetings

The time, place and conduct of meetings will try to ensure that all families have an equal opportunity to be involved.

SPECIAL NEEDS POLICY

Llanidloes After School Club  and Holiday Club is committed to welcoming and including children with any form of special needs (educational, emotional, physical, behavioural) as full and valued members of the club, supporting them and involving them equally.

We are also committed to working within the All Wales Code of Practice with regard to Special Educational Needs.

1 - We will provide a range of activities and opportunities where all children, including those with special needs, can interact, learn about each other and form friendships.

2 - The play leader will discuss with parents ways of meeting the needs of their children and will, where appropriate, provide one-to-one support when funding can be identified.  Currently ‘extra hands’ staff can be applied for to support children with additional needs through the local out of school network, ‘RAY Powys.’

3 - Llanidloes After School Club will treat all children equally while respecting their individual needs and abilities.

4 - Training of the staff and management will be undertaken in order to raise awareness of the needs of children with special needs.  This will form part of the Annual Training Review.

5 - We will encourage and support specialist staff from disability organisations and people with disabilities to become volunteers and to seek employment on the scheme, to increase the knowledge and experience of the team and to provide positive role models.

6 - In order to overcome fears or prejudice, regular users will be made aware of the needs of the children with special needs provided that consent has been sought from the parents of those children.

7 - The club is committed to providing and improving access and appropriate facilities for children with physical disabilities.  

8 - We have an inclusive philosophy and will not isolate children with special needs.  The individual needs of children will be considered when programme planning and the purchase of toys and other equipment takes place.

9 - Where members of staff identify special needs of a child then they will work with parents to help them recognise the needs and seek additional support from other agencies.

10 - The privacy of all children will be maintained at all times, particularly when intimate care is being provided.

HEALTH, HYGIENE & MEDICAL CARE POLICY

Health and hygiene

· All staff and volunteers will be made aware of good hygiene practice during their induction period and where possible training will be given.  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.

· Toilets will always have running water, soap and clean towels available.

· Tissues will be used and disposed of hygienically.

· Disposable rubber gloves will be available for clearing up after spills of bodily fluids.
· Floors and other surfaces will be disinfected.
· Spare laundered clothes will be available in case of emergencies.
· Any staff preparing food will have a current Food Hygiene Certificate.

· Premises, including toilets and equipment such as tables, will be cleaned on a daily basis.  Other equipment i.e. toys will be cleaned routinely as well as according to need.

· The club operates a strict no smoking policy.  

· The temperature inside the club will be maintained at not less than 65F degrees (18C degrees).

· We endeavour to provide opportunities for safe, stimulating outdoor activities – weather permitting.  Children will be encouraged to make the use of the outdoor space and activities available.

· Simple physical activities will be incorporated into the activity programme to help maintain children’s health and fitness levels.

· Activities will also be built into the programme that increase children’s awareness of health and hygiene issues, for example, cooking.

First Aid

· The club will have a First Aid box that will be kept out of the reach of children.  It will be the responsibility of a nominated, qualified First Aider within the club to maintain the contents of the First Aid box.  This will include 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.  A smaller portable First Aid box will also be available for use during outings.  The First Aid kit should contain as a minimum:

· Adhesive sterilised dressings (assorted sizes)

· Bandages (including triangular bandages)

· Eye pads x 2

· Scissors – kept in their own plastic wallet

· Non-porous surgical gloves (disposable)

· Un-medicated/alcohol-free cleansing wipes

· Packs of sterile gauze

· First Aid Manual – approved by recognised First Aid Agencies

· No creams or lotions are to be kept in the First Aid kit.  Only creams or lotions supplied by the parent are to be used with clearly written permission/directions.

· Parents will be required to give written permission to allow club staff to administer First Aid in an emergency.  This permission is given as a part of the parent’s contract signed when a child first registers with the club.

· At least one member of staff holding a current First Aid certificate relevant to working with children will be on the premises or on an outing at any one time.  However we also expect a large percentage of our staff to hold a current First Aid certificate.

Medical care

· Parents will be required to give written consent to allow the staff to authorise medical care being given to a child by doctors in an emergency.  This will only occur where waiting for parental consent is considered by the doctors to endanger the child’s health and safety.  This permission is given as a part of the parent’s contract signed when a child first registers with the club.

· Club staff will administer medicine to children provided that written consent and clear directions have been given by the parents.  Information and written consent will be kept on file for those children who have ongoing long-term medication.  For those children who require occasional medication to be administered, written consent and clear directions will need to be given by parents on each occasion.  Parents will also be expected to discuss the child’s illness and needs with club staff prior to any medication being administered including details of the last dosage administered before arriving at the club.

· Where possible the club staff will liase with school staff to monitor the administration of medicine and the child’s needs on a daily basis.

· Written consent and directions from parents will be obtained via the ‘Individual Child Medicine Administration Form’ and will be filed in the medicine logbook. 

· The administration of medicine will be charted on the club’s ‘Individual Child Medicine Administration Log’.  This requires a second member of staff to witness the medicine being administered.  It also requires the parent to sign at the end of each day to show that they are aware of the dosages administered and the state of the child’s health.  

· Medication will be kept in a secure locked box out of the reach of children.  Medicines must be kept in their original packaging and will be clearly labelled with the child’s name and instructions for use.   They must also be current and not out of date.

· Where the administration of medicine requires specialist knowledge then training will be given to all members of staff, for example, the use of an Epipen.
Illness


Staff should be made aware of any child’s special health conditions and appropriate care can then be made available, in consultation with the child’s parent.


Your child should not attend the club if you are aware that he/she is unwell.  If your child will not be attending the club due to illness, you must inform the school and the play leader.  


If a child is not feeling well enough to participate, it will be our policy to provide a quiet place to lie down or encourage him/her to participate in quiet activity.  Any child will be observed for any worsening symptoms.  Their parent/carer will be notified verbally on the same day, at the end of the session.


If a child’s condition worsens to such an extent that the play workers are seriously concerned, and suspect that urgent medical treatment may be required, then the parent/carer will be notified immediately, and if necessary will call for an ambulance to take the child for such treatment.


If a child is exposed to a communicable disease, it will be our policy to contact the that child’s parents in writing.  Likewise, we appreciate the parents’ co-operation if their child comes down with, or is exposed to, an infectious disease, so that the appropriate steps can be taken to notify other club users as necessary.

Exclusion periods

The following conditions apply should your child have any of the following illnesses.  Please note that this list is not exhaustive.  It includes some common examples of illnesses but other illnesses with exclusion periods will also apply.

	Eye infections
	Please do not send your child to the club until the infection has cleared

	Sickness and diarrhoea
	Your child must not attend the club until at least 24 hours has passed since the last bout of sickness or diarrhoea

	Chicken pox
	Your child must not attend the club for 6 days after the appearance of the rash

	German measles (Rubella)
	Your child must not attend the club for 4 days after the appearance of the rash

	Measles
	Your child must not attend the club for 7 days after the appearance of the rash

	Mumps
	Your child must not attend the club for 10 days, or until the swelling has gone down, whichever is the longest

	Whooping cough
	Your child must not attend the club until both the cough and the whooping have ceased for 14 days

	Skin infection (eg. Impetigo)
	Medical advice should be sought and treatment given.  Where practical the infection should be covered to avoid passing on the infection by contact.


HEALTHY EATING POLICY

1. It is our aim to foster and encourage an interest in healthy eating amongst the children.

2. All children will be offered a healthy snack on arrival at the club.  This will usually be toast, with a variety of toppings, followed by fresh fruit.  Children will be encouraged but not forced to eat. Amounts of food consumed will be moderated in negotiation with individual children.  Children will be encouraged to eat at specified times and will have tables available to sit at during these times.

3. All drinks will be juice based and sugar-free.  Fresh drinking water will also be readily available to the children at all times during the operation of the club.

4. Staff preparing food will hold up-to-date food hygiene certificates.  Food supplied by the club will be stored appropriately i.e. refrigerated.

5. Staff will be fully aware of the specific dietary requirements of children and other staff.  This information will be taken from that contained within the parent contract.  Should there be any changes to the information that parents give when completing this contract then it is their responsibility to inform the play leader of such changes as soon as possible.

6. In order that we can fulfil our commitment to healthy eating, the consumption of sweets and fizzy drinks will not be allowed on the premises.  Chewing gum and bubble gum will be prohibited for health and safety reasons.  We therefore ask that parents do not provide their children with such items unless there are exceptional circumstances, which must be discussed with the play leader in advance.

7. When sending a packed lunch with your child to the club (during holidays) you should fully consider how it is stored.  We do not have a refrigeration system available to hold individual packed lunches.  Parents should therefore not provide packed lunches that need to be stored below room temperature unless they supply an ice pack to accompany the lunch.

Examples of items that require an ice pack for safe storage are;

Dairy Products

Cold Meats

Fish

It is important that parents adhere to this to ensure the welfare and good health of their child as incorrectly stored food can harbour dangerous bacteria.

PARENT PARTICIPATION POLICY

1. Parents and children joining the club will be given a full induction.  Please see our induction programme for further details.

2. Parents will have an opportunity at least once a year to attend an open day at the club to view some of their child’s work etc.  This will usually be towards the end of the school year to allow prospective new children and parents joining the school in September to visit the club, meet the staff and management committee and see how warm and friendly the club is.

3. Club staff are always available during club hours for an informal chat with parents/carers about their child’s individual needs and progress.

4. Alternatively, formal appointments can be made by parents/carers or by the club play leader to discuss a child’s progress and/or behaviour.  If necessary, these appointments can be held outside club hours in a private location suitable to both parties.  The club’s confidentiality policy will be followed in such circumstances.  To make an appointment the parent/carer should contact the play leader.

5. All written records kept on a child are accessible to that child’s parents at any time.

6. Parents are responsible for notifying the play leader of any changes in the child’s circumstances and amending the child’s registration form so that any appropriate action can be taken.

7. Parents are issued with a detailed handbook outlining the club’s policies and procedures.  Feedback on these from parents is encouraged.

8. Regular ‘customer satisfaction’ exercises will be carried out (i.e. questionnaires) to ensure that the club’s service continues to meet the needs of children and their families.  Parents are actively encouraged to take part in these exercises as their opinion is important to the continued effectiveness of our service and their own child’s fulfilment.

9. A regular newsletter will be circulated to parents, children and others within the community to tell them of the success of the club and notify them of future events.  A notice board will also be available within the club for parents and children to get information on the club and it’s activities.

10. Parents are encouraged to feel part of the club, as the club exists to provide a service to help them.  We would welcome any parent wishing to become a member of the management committee.

11. When fundraising events are being organised, we would appreciate the help and co-operation of all parents of children registered at the club.  This may involve selling raffle tickets, taking part in sponsored events, or helping with profile-raising events.

CONFIDENTIALITY POLICY

The club’s work with children and families will sometimes bring them into contact with confidential information.

To ensure that all those who use and work in the group can do so with confidence, confidentiality will be respected in the following ways:

· Parents/carers will have ready access to any files and records concerning their own children but will not have access to information about any other children.

· Staff should not discuss individual children, other than for purposes of curriculum planning/group management with anyone other than the parents/carers of that child. 

· Information given by parents/carers to the play leader/other members of staff should not be passed to other adults without permission.

· Any anxieties or evidence relating to a child’s personal safety should be kept in a confidential file and should not be shared within the group except with the play leader and the committee chair.  The All Wales Child Protection Guidelines will be followed in such cases.

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

The safety and well being of the child will be of paramount importance.

CHILD PROTECTION POLICY

As a group we will follow the All Wales Child Protection Guidelines.

The Nominated Person will attend appropriate (at least level 2) child protection training and will act as the key child protection officer for the group.  We will however encourage as many members of staff as possible to attend child protection training, as the safety of children is the responsibility of all adults linked to the club. 

As a club we recognise that abuse can be physical, sexual, neglectful or emotional.

The club’s confidentiality policy will be followed at all times.

Our activity programme will, in a sensitive and appropriate manner, raise general child protection issues.  This is in order to raise children’s awareness and assertiveness to help them protect themselves from abuse.

When a child makes a disclosure that raises the suspicion of abuse staff will not:

· Promise not to tell anyone as this is a promise that they cannot keep;

· Talk to anyone other than those highlighted in the clubs ‘reporting abuse’ procedure;

· Quiz, question or lead the child as this may affect future court action.  They will simply listen to the child.

Staff will action the ‘reporting abuse’ procedure immediately by recording the disclosure the child has made.

Any allegations of abuse made against a member of staff will be communicated directly to CSIW and will result in the immediate suspension of the staff member on full pay, pending the outcome of a thorough enquiry.

NO SMOKING POLICY

The club operates a no smoking policy that is strictly enforced.  This means that there is no smoking:

1. On club premises

2. During club hours, which includes parents/carers collecting children

3. During preparation time

4. During clearing up time

5. At staff training days

6. At staff meetings

7. At any other gathering of the club

This no smoking policy applies to club staff and any visitors to the club including parents/carers.  We believe this to be in the best interests of both staff and children.

Procedure for club closure at short notice following an emergency
Should an emergency situation occur which results in the need for the club to close at short notice then families will be notified in the following way:

1. The play leader (if available) will contact all schools from which children attend the club to tell them that it won’t be operating that day.

2. The play leader (if available) will contact the main parent/carer/guardian, as listed on the child registration form, to notify them that the club will not be operating. An estimated date for re-opening will also be given.

3. If the main parent/carer/guardian cannot be contacted then the play leader (if available) will work through the list of emergency contacts on the child registration form until they are able to notify someone of the club’s closure.  An estimated date for re-opening will also be given.

4. A notice will be placed on the external door of the club to tell people that the club will not be operating and will give an estimated date for re-opening as well as a contact number.

5. The play leader (if available) and assistant will then go to the club premises (or as near as possible) and wait for anyone who may not have been contacted about the club’s closure.  The play leader and assistant will remain there for ¾ hour so that no child will find themselves in the dangerous situation of arriving at the club with no one to meet them.  Should a child arrive at the club then the play leader will implement steps 2 and 3 again.

Should the play leader not be available then a deputy or assistant play worker will take on the responsibilities outlined above.  Should no staff be available to take on these responsibilities then it will fall to the Llani Ltd officer or the management committee chair to implement this procedure.

The kinds of events that may trigger the implementation of this procedure are:

· Illness of the entire club staff

· Serious structural damage to the club premises, eg. fire

· Gas leaks

· Terrorist threats, eg. bomb alert

Should a parent have any reason to question the club’s operation, for example, rumours of club closure, then they should contact:

1. the play leader, Ellen Blair, 01597 860216

2. the chair of the management committee, Nia Griffiths, 01686 414805

3. the Llani Ltd officer, Nick Venti, 01686 412338

COMPLAINTS PROCEDURE

Llanidloes After School Club and Holiday Club aims to provide a high quality, efficient and accessible service to parents and children.

The way that we work is reviewed regularly and we welcome suggestions and constructive criticism to help us maintain a high quality provision.  However, from time to time a parent or child may feel that they have a complaint against some aspect of our club, or an individual member of staff.  Usually it should be possible to resolve any problems as soon as they occur by speaking to the play leader. If not, then you should follow the formal complaints procedure as set out below.

Informal Stage

Initially speak to the club play leader.  If you prefer to do this outside normal club hours and in confidence, please arrange a convenient time with the play leader. The play leader will make every attempt to resolve the matter and will communicate the outcome to the complainant within 14 days of the complaint being made. Should you not be satisfied with the outcome then you should move on to the formal complaints procedure.

Formal – Stage 1

1. Put your complaint in writing to the play leader using the club’s ‘complaint form.’  A copy of this form can be found in the parent handbook but copies are also available from the club play leader.  You should maintain a copy of the completed form along with any other communications on this matter for your own records.  The play leader will sign and date the form when received and will file it in the club’s ‘complaints’ logbook. The play leader will record all communications and actions taken regarding this complaint in this logbook.

2. The play leader will acknowledge your complaint in writing as soon as possible and will forward a copy to the club’s committee.  The play leader will investigate the matter in full consultation with the management committee.  Confidentiality will be maintained throughout.

3.  Any members of staff involved will be asked in a constructive manner to give their account of the matter.  No unfounded accusations will be made.  If there is any delay in the investigation the play leader will advise you of the reasons.  You will be kept up to date with what is happening and you will receive a full reply in writing within 14 days.

4. The response you receive will be copied to the staff members concerned, with recommendations for any action to be taken.  A full account of the complaint, the actions taken and the final outcome will be communicated to the club’s management committee. The matter will also be reported at the next management committee meeting.  If you are not satisfied with the outcome, you can ask the play leader to refer the matter to the next stage.

Formal – Stage 2

1. The play leader will refer the complaint and all the relevant documentation to the nominated person to act on behalf of the management committee.  They will investigate the complaint, and how it has been handled by the club’s play leader, independently.  This may involve convening a special committee meeting.

2. The ‘responsible individual’ will send a response to the complainant within four weeks outlining how the complaint was investigated and detailing the final outcome.

3. The decision of the management committee is final.

Formal – Stage 3

1. Should you still be unhappy with this response and feel that if the matter is not resolved to your satisfaction and that the club’s operation is detrimental to the quality of care provided to children and families then you should contact the Care Standards Inspectorate For Wales (CSSIW).  Their contact details are as follows;

CSSIW ADDRESS:

Government Buildings





Spa Road East





LLANDRINDOD WELLS





Powys





LD1 5HA

CSSIW TELEPHONE:

01597 829319

You may contact the CSSIW at any stage of your complaint, should you wish to.
COMPLAINT FORM

If you wish to make a formal complaint about any aspect of our club then please carefully read our complaints procedure as laid down in the parents’ handbook (copies available from the play leader). You should then complete this form and submit it to the play leader as specified in the complaints procedure.


NAME OF COMPLAINANT

NATURE OF COMPLAINT (including communications already made to staff.  Use additional page if required)



DATE INCIDENT OCCURRED


TIME INCIDENT OCCURRED

DESIRED OUTCOME


CONTACT DETAILS



ADDRESS:



TEL:
Day



Eve


        Mob


e-mail:

SIGNED







DATE

FORM RECEIVED BY (signature) 




DATE


REGISTRATION FORM

Child’s Name:
_____________________
Date of Birth:
_________
Age:
_____

Child’s Name ‘known as’
______________________
Gender:
___________

Address:
______________________________


______________________________


______________________________


______________________________

Post Code:
____________________
Home Tel. No.:
_______________________

Name(s) of Parent/Guardian:
_______________________________________________

Mothers Place of Work _________________
Fathers Place of Work ________________

Mothers Work Number _________________
Fathers Work Number ________________

Mothers Mobile _______________________
Fathers Mobile ______________________

Mothers E-Mail
 _______________________
Fathers E-Mail ______________________

Name of collector(s) if different from above:

Name:
_____________________
Tel No:
______________
Relationship:
__________

Name:
_____________________
Tel No:
______________
Relationship:
__________

EMERGENCY PURPOSES

Name and Telephone number of other person(s) that could be contacted in an emergency:

Name:
_____________________
Tel No:
______________
Relationship:
__________

Name:
_____________________
Tel No:
______________
Relationship:
__________

Doctor:
___________________________________

Surgery:
___________________________________

Tel. No:
___________________________________

Any known medical problems? _______________________________________________

Any allergies/special needs? _________________________________________________

Cultural Background/Religion? ________________________________________________


Any additional information? __________________________________________________

Please indicate sessions required:

£5.00 for one child per night.  £5.50 if after 5.30 pm.

	Opening Times
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Inset

	3.30 – 5.30
	
	
	
	
	
	

	3.30 – 6.00 (over 8’s only)
	
	
	
	
	
	


MEDICAL CONSENT

I do/do not consent to any medical treatment necessary during the running of the club.

I, ____________________ being parent/guardian of the above named child authorise the club play care staff to sign any written consent form required by the hospital authorities if the delay in getting my signature is considered by the doctor to endanger my child’s health and safety.

OUTDOOR ACTIVITIES CONSENT

I, ____________________ being parent/guardian of the above child do/do not give consent to go on short trips off the premises, for example; walks to park, around the local area, and swimming in the local Leisure Centre.

PHOTOGRAPHS & VIDEO CONSENT

I, ____________________ being parent/guardian of the above child do/do not give consent for photographs and videos to be used in any future publicity material related to the Club.

Signature:
____________________________________
Date:
________________ 

The Jungle Club is a social enterprise supported by L.L.A.N.I. Ltd – the community regeneration organisation for the Llanidloes area.

L.L.A.N.I. Ltd is registered in England and Wales, Company No. 4391270
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