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                       Prime Time Kids Club Policy and Procedures Contents 


Admissions and Fees 
· Admissions 
· Waiting lists 
· Fees 


Behaviour Management 
· Behaviour Management
· Behaviour Management strategies 
· Dealing with negative behaviour 
· The use of physical interventions 


Bullying and Harassment 
· What is bullying at work? 
· Complaints procedure for bullying 


Care, Learning and Play 
· Staffing arrangements 
· Visitors to Prime Time Kids Club 
· Evaluations 
· The Early Years Foundation Stage 
· Assessments 
· Fundamental British Values 
· Play work principles 
· PARS
· Play types
· Loose parts play 


Children’s Rights 


Code of Conduct 


Complaints 
· Making concerns known 
· Ofsted contact details 


Data Protection 
· How this policy applies to you and what you need to know 
· Confidentiality 
· Information that we keep 
· Sharing information with third parties 
· Data subjects’ rights
· Direct marketing 
· Dealing with data protection breaches
· GDPR


Disciplinary Procedures 
· Purpose and scope 
· Principles
· Procedure
· Disciplinary action
· Referral to Disclosure and Baring Service 
· Notification to Ofsted 
· Time limits for warnings 
· Gross misconduct
· Suspension 
· Appeals 


Equality 
· Equality procedures
· Children with English as an additional language 


Equipment 


Furniture, Toys and Equipment 
· Paint and clothing 
· Waste Management 


E-Safety 


Financial Controls and procedures 
· Introduction 
· Bank 
· Receipts (income) 
· Payments (expenditure) 
· Payment documentations 
· Charity signatures, use of cards and electronic banking
· Other undertakings 
· Confidentiality
· Recording and reporting incidents 


Fire 


Food and Drink 
· Healthy Eating 
· Cultural and Religious diversity 
· Snacks
· Lunch 
· Cooking 


Grievances
· Dealing with grievances informally 
· Formal grievance 
· Grievance hearings 
· Appeals 


Health and safety 
· Responsibilities of the registered person, the manager and staff
· Insurance 
· Fire safety 
· Fire prevention 
· In the event of a fire


Health, illness and Emergencies 
· Medicines 
· Medication 
· In the event of a major accident, incident or illness 
· In the event of a minor accident, incident or illness
· First Aid
· Sun protection 
· Hand washing and teeth brushing 


Heat Wave 


Hygiene
· Personal hygiene 
· Hygiene in Prime Time Kids Club 
· Dealing with spillages 
· First Aid and hygiene 
· Food and drink hygiene 
· Animals 


Infectious and communicable Diseases 


Information for parents and carers 
· Record Keeping 


Involving and consulting children 


Lone Working 
· Preparation and planning 
· Suitable staffing 
Physical Environment 
· Indoors 
· Outdoor play 


Premises and Security 
· Supervision 
· Visitors 
· Admissions 
· Missing children procedure 
· Departures 
· Uncollected children procedure 
· Absences 
· Escorting children between school and Prime Time Kids Club 
· Transport 
· Closing Prime Time Kids Club in an emergency


Recruitment 
· Safer recruitment 
· Disclosures 
· Requirements to inform Ofsted of changes


Safeguarding 
· Safeguarding and child protection 
· Recognising child abuse 
· Staff training and support 
· Self-Caring 
· Dealing with allegations
· Referring allegations to child protection agencies 
· Procedure for allegations of abuse against a member of staff or volunteer 
· Procedure for allegations of abuse by other children in the setting ( peer on peer abuse) 
· Mobile phones, cameras, ICT and sharing capabilities 
· Child absences 
· British values 
· Radicalisation 
· Early Help 
· Important numbers and addresses for Safeguarding and Child Protection 
· Appendix – Types of Abuse 


Settling In 


Sickness 
· Certificates 
· Occupational Sick Pay Entitlements 
· Sickness absence definitions 
· Sickness reporting procedure 
· Reporting short term absence 
· Long term absence 
· Rehabilitation 
· Redeployment
· Terminating employment 
· Appeals 


Smoking, drugs and Alcohol 
· Drugs 
· Staff medication 
· Alcohol 
· Smoking including vaping and e-cigarettes 


Social Networking Policy 


Special Educational Needs and Disabilities 
· Intimate care 
· Support services


Staff development and training 
· Staff development and training 
· Staff induction 
· Staff appraisals 
· Personal Development Plans 
· Training opportunities 
· Supervisions 
· Staff meetings 


Staff disclosures 
· Storage and access
· Handling 
· Usage 
· Retention 
· Disposal 


Staff Emergencies 


Staff Organisation 
· Staff to children’s ratios
· Terms and conditions
· Standards of behaviour 
· Confidentiality 


Suitable premises, equipment and environment 
· Risk assessments 
· Recording accidents, incidents and managing occurrences 


Sustainability and Climate Change Action Plans 
· In our setting 
· Our approach 
· Reducing waste
· Energy and water
· Learning about climate education and green skills 
· Biodiversity and nature 
· Food and resources
· Community and families 
· Safeguarding and equality 
· Monitoring and reviewing 


Visits and outings 
· Parent consent 
· During visits and outings 
· Vehicles 


Whistleblowing 
· Procedure for reporting a concern 
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