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Healthy Eating Policy

Statement of Intent

At HBT After School Club, we support the school in encouraging healthy eating. We do this by providing healthy alternatives and promoting a healthier lifestyle. This is outlined in Every Child Matters and in the Children and Young People’s Plan.

Aim

We give the children the option to choose healthier meals and snacks at the club. We will inform the children on the importance of a balanced healthy diet and lifestyle, i.e. 5 fruit and vegetable a day as well as daily exercise. We will ensure that the children always have water available at all times to prevent dehydration and ill health. The children will be encouraged to wash their hands before eating or handling food and they will be given information on the risk of germs/bacteria and the importance of maintaining a hygiene routine.

Methods
· The whole Club will ensure that the policy is followed accordingly in the setting

· Activities will be incorporated in the setting to encourage and promote healthy eating and to encourage the children to care about their bodies.

· All team members will be consistent when promoting a healthy lifestyle

· The Club menu will provide sufficient healthy options

· We will encourage and support children to eat in a socially acceptable manner

· There will be a suitable eating area for all children to eat in

· The Club will promote ‘five a day’ fruit and vegetables to the children through the use of posters, art activities and daily play

Hygiene Policy

This policy applies to the purchase and delivery, storage, preparation, cooking and further storage of food that is used at the Club. To achieve this, the guidance below will be followed.

· With the purchase and delivery of food you have to be aware of the potential hazards. Food will be purchased only from reputable food suppliers and checked for best before dates and condition.

· When preparing food always wash hands first. This will stop germs and further contamination. If you have broken skin or an open wound, make sure you apply a blue plaster to it. Clean equipment and areas that you are using to prepare the food with a disinfectant spray and clean cloth. After preparing food, make sure that surfaces and equipment are cleaned again by putting them in the dishwasher or cleaning with washing up liquid in the sink.

· Whilst cooking food, ensure food is cooked at the correct temperature and for an appropriate time.

· Storage of food can also have hazards. Germs and chemicals may quicken up the life of the food, so that they go off within the best before date. To control this, check the temperature of the cupboards / refrigerators where the food is to be stored, and ensure food is covered ad wrapped. Separate raw and cooked foods. Use up the oldest food first to save on wastage. Always monitor the best before dates and the condition of the food. If it does not look good to eat, then throw it away.

*All HBT staff members must attend a Basic Food Hygiene Course*

Medicine Form

If a child needs medication during the hours of the Club, this form must be completed by the parent. This would also apply to children who have allergies, anaphylaxis or asthma. The completion of this form is necessary under our insurance scheme.

Name of child 

___________________________

Date of Birth


___________________________

I (parent’s/carer’s name) ___________________________authorize the HBT After School Club staff members to administer the medicine named ______________________________ to my child (child’s name) _____________________________ from Doctor (doctor’s name) ______________________________.

I enclose the following information, either from the Doctor, myself or on the prescription:

· What the medicine is for_________________________________________________

· The medicine’s name_____________________________________________________

· How it should be administered _____________________________________________

· When it should be administered ____________________________________________

· Any other relevant information_____________________________________________

Parent’s/Carer’s signature
_________________________________

Printed Name


_________________________________

Date



_________________________________

Sick Child Policy

In the event of a child feeling sick on arriving at or during the Club hours, the following procedures should be followed:

· Inform the Club Manager or Deputy that the child is feeling sick or ill.

· A first aider will attend to the child, make them comfortable and check their temperature and ask them what they have been eating or doing. The first aider will check for possible causes of sickness, and whether the child has been involved in an accident of any kind. (if so, this will be recorded in accordance with our Accident Policy)

· The first aider may administer a cold compress if appropriate.

· The child should be taken to a quiet place where a sick bowl should be placed by the child, in the event that the child is actually sick.

· The Club Manager or Deputy will contact the parents/carers of the child to arrange for the child to be collected. Should the condition of the child deteriorate and the Club manager or Deputy become concerned, they will call 999 and request an ambulance. The club Manager or Deputy must inform the parents of this action immediately.

Severe Allergic Reaction/Anaphylactic Shock Policy

The signs and symptoms of a child having a severe allergic reaction or anaphylactic shock can include:

· The child stating that they “don’t feel right”

· Possible itching, stinging, burning or swelling of either skin, mouth or tongue

· Noisy breathing, wheezing, difficulty in swallowing

· Shock may set in

In the event of a child having a severe allergic reaction or anaphylactic shock during the Club hours, the procedures below would be followed:

· The child must be taken to the first aider on duty immediately, and to a quiet place

· Lie or sit the child down, and ask them if they feel faint or sick

· If the child has a history of allergic/anaphylactic reactions, you will need to get the medication for them. In the case anaphylactic shock a Epi-Pen Injection may administer by a trained member of staff (Georgie Ward) if this has been prescribed for them and is kept on site.

· The Club Manager or Deputy must dial 999 and ask for an ambulance, stating the address of the club and that the child is having allergic reaction or is in anaphylactic shock. Tell the operator if the Epi-Pen has been used on the child and at what time.

· The club manager or deputy must phone the parents/carers to inform them that their child is having an allergic reaction is in anaphylactic shock, and an ambulance has been called.

· The first aider may place the child in the recovery position if necessary

· A staff member must accompany the child in the ambulance if the parent/carer has not arrived at the club before the ambulance.

· At no point must a member of staff transport a child to the hospital for medical treatment themselves

Emergencies: An Epi-Pen injection should be given by a trained member of staff. In an emergency, a non-trained member may use a Epi-Pen (when prescribed for a child or fellow member of staff) using the following procedure:

· With your thumb nearest the grey safety cap, form a fist around the Epi-Pen

· Make sure that the black tip is facing down

· Using the other hand, pull off the grey safety cap

· If the child is able to stand up, stand behind the child. If the child can’t stand up sit behind them and put their legs out in front of them

· Hold the black tip near their outer thigh

· Jab firmly into their outer thigh from a distance of about 10cm (ideally directly into the skin)

· Listen for the click that the Epi-Pen should make

· Hold the Epi-Pen firmly in their thigh for 10 seconds

· Massage the injected area for 10 seconds

· Make sure you give the used Epi-Pen to the ambulance crew

Accidents Policy

In the event of a child having an accident during the Club hours, the Club Manager and Deputy must be informed; they will ascertain whether the accident is a minor or major accident. The procedures below must be followed:

For a minor accident:

· The staff member with the child may administer first aid and fill out and sign the Accident Report Form. (blank forms are kept in the HBT Club filing cabinet)

· The Club Manager or Deputy must counter-sign the form

· The parent/carer must then be informed of the minor accident when they collect the child

· After the parent/carer has read through the details of the accident they must sign the Accident Report Form as well

For a major accident:

· Make sure the child is comfortable and the member of staff who was with the child at the time must sit with them and keep them calm and talking

· The club Manager or Deputy will dial 999 and ask for an ambulance, giving the address of the club and brief description of the child’s condition

· The Club Member or Deputy will call the parents/carers immediately, and inform them of the situation

· A staff member must accompany the child in the ambulance if the parent/carer has not arrived at the Club before the ambulance

· At no point must a member of staff transport a child to the hospital for medical treatment themselves

For a bump to the head:

· The child should be made comfortable and the parents contacted. If the child was briefly knocked out or doesn’t remember the fall, a member of staff must sit with and observe the child for any signs of nausea or concussion

· The details of the accident must be recorded on the Accident Report Form

· The first aider on staff should review the child’s condition. If there is a swelling on the child’s head after the bump, a cold compress may be administered. The parents may be contacted by the Club Manager or Deputy

Record Keeping
Copies of all Accident Report Forms must remain on site and be available for inspection at any time, in the file in the filing cabinet. Parents must always sign Accident Report Forms when collecting their child.

Anti-Bullying  Policy

Statement of Intent

Whilst every effort is made at HBT to ensure good behaviour, we accept the evidence that bullying does occur in schools. Bullying is defined as ‘deliberate hurtful behaviour sustained over a period of time, where it is difficult for those being bullied to defend themselves’. At HBT, we believe that everyone at the Club has the right to have respect from others and the right to feel safe.

Methods

The following procedures will be used within the Club:

· To make clear to everyone in the Club that bullying is unacceptable

· For everyone within the Club to be alert to signs and evidence of bullying, and to report it to a responsible staff member as the victim or as an observer

· To ensure all reported incidents of bullying are followed up

· To establish facts clearly, taking seriousness of the offence, whilst offering support to re-adjust their behaviour

· To seek parental and peer group support and co-operation at all times

· To keep a record of all bullying incidents

Safeguarding Policy

Statement of Intent

Everyone who works with the children has a duty to help to protect the children and to be alert to the signs of abuse. HBT is committed to child protection and to ensure that:

· The welfare of the child is paramount

· All children, whatever their age, culture, disability, gender, language, racial origins or religious beliefs, have the right to protection from abuse

· All suspicions nd allegations of abuse will be taken seriously and responded to swiftly and appropriately

· All HBT staff have a responsibility to report any concerns to the Club Manager

Aim

HBT will ensure the safety and protection of all children attending the Club, through the adherence to our Safeguarding Policy Procedure below.

Method

To achieve the above, the procedures below will be followed:

· Staff are encouraged to demonstrate exemplary behaviour in order to protect themselves from false allegations

· HBT staff members are advised to always work in an open environment, to avoid private or unobserved situations and encourage open communications with no secrets

· We treat all children equally and with respect, dignity and integrity

· We always put the welfare of the child first

· We aim to build balanced relationships based on mutual trust, which empowers the children.

· We ensure that, if any form of manual or physical support is required, it is provided openly and with consideration

We will also ensure that:

· Each staff member has a current CRB check, and that references are sought for all staff appointments

· Each staff member receives training in Safequarding
· Parents and carers are informed of our Safeguarding Procedure (including our reporting procedure and of the name of the Designated Person) as well as our complaints procedure

· Codes of behaviour are developed amongst staff members, children and between staff and children

Safeguarding Policy continued

In order to protect the children when they are not in our care, HBT observes the following procedure:

· Should a child arrive with an injury, the parent or carer will be asked to explain n=how the injury happened. This conversation will be reported to the club Manager

· If a child arrives with injuries on a regular basis, records may be maintained on the injuries, the dates that they occurred and the explanation given

· Should a child disclose that they have been harmed by an adult, the Club Manger will contact the Duty Team at Herts CSF (Children, Schools and Families) on 01438 737 500 (including out of hours)

· Hertfordshire’s Area child Protection Committee Staff procedures will be followed

· Confidentiality between HBT and parents and carers will be maintained at all times, unless their is a child protection concern which will be reported to CSF

· Should an allegation be made about a staff member’s conduct, it will be immediately investigated and act upon, with appropriate measures taken

The HBT Designated Person for Child Protection is Christine Ferguson (Club Manager) and in her absence Louise Skillman (Deputy). All concerns to the Head teacher of the child’s school.

Useful contacts

The NSPCC Child Protection Helpline on 0808 800 5000 is a free 24 hour service which provides counselling, information and advice to anyone concerned about a child at risk of abuse and to parents and carers.

ChildLine on 0800 1111 is a free advice service for children worried about all kinds of abuse and problems.

To find out more about Safe Guarding procedures in Hertfordshire, please visit: www.hertdirect.org/caresupport/childfam/childprotection 

Fire Drill and Evacuation Policy

Statement of intent

A fire Drill will be carried out once a term. This will be recorded on a Fire Drill Report and kept on file. The Fire Drill and Evacuation Instructions are displayed clearly on the inside of the Club’s cupboards and on walls through out the building.

Aim

In the event of a Fire Drill or Evacuation, we will remove all the children from the Club to the fair end of the field, where we will wait for the Fire Brigade to arrive if there is an outbreak of fire or any other reason for us to leave the premises.

Methods

If the Fire alarm sounds the Club Manager or Deputy will ring the bell and instruct all Children to leave the activity that they are involved in and line up at the door or by the fire doors by the toilets. The following will then be done:

· A member if staff will stand to the front of the line with the children and lead them out to the bottom of the field

· Another member of staff will help get the children in the line and stand halfway in the line with the children

· The third member of staff will also help get the children in the line and then will stand at the back

· The club Manger or Deputy will go to the filing cabinet and collect the registration form folder, they will also pick up the larger first aid kit, the emergency first aid kit in the kitchen with the children’s medication in as well as the staff emergency first aid kit, the bell and mobile phone

· The club Manager or Deputy will at the same time as walking out to the field will call 999 on the mobile phone, and ask for the fire brigade. They will give the address of the Club to the operator and give brief details

· The fourth member of staff will check both toilets and corridor leading to the toilets to make sure that there are no children in there. If there is they will wait for them to quickly finish and then lead them out to the field

· The register will then be taken by either the Club manger or Deputy. If a child does not answer then the Club Manager or Deputy will make a note of that child to give the details to the fire brigade

· All members of staff will wait with the children until the fire brigade has arrived and said that it is safe to go back into the building

SCHOOL MINIBUS POLICY 
Responsibilities

The High Bat Tree Committee is responsible for ensuring any minibuses operated on behalf of the Club fully comply in every respect, with all legal transport and health and safety requirements.  This responsibility is delegated to the Club Manager to ensure its appropriate implementation.

Legal Requirements

The law requires that a minibus must:

· Be adequately insured

· Be well maintained

· Have a valid MOT certificate (if more than one year old)

· Display a valid tax disc

· Correct seating with correctly fitted seat belts

The Committee and the Club Manager will ensure that the Club has its own safety policy and procedures for the minibus in line with the ROSPA Advice for Minibus Safety and their code of practice (see appendix 1).  

The Committee and the Club Manager will ensure that all drivers of a minibus comply with the requirements issued in April 2006 by the DfES in their statement, ‘Licensing incidental drivers of the school minibus’.  (See Appendix 2)

The Committee and the Club Manager will ensure that the minibus carries, at all times, a fire extinguisher and a first aid box.  The fire extinguisher must be a British Standard fire extinguisher.

The first aid box must be of a good, reliable quality and suitable design.  Appendix 3 details the contents.

Management of the Minibus

The driver, who reports to the Club Manager, will have responsibility for the management of the minibus.  This responsibility will be carried out in liaison with the Club Manager.

The Management system, detailed below, will be monitored by the driver to ensure that all requirements are complied with.  Records should be kept for a minimum of 18 months.  These records should be regularly inspected. 

Management System

The driver and Club Manager will ensure the following:

· All staff use the proper booking procedures for use of the Club minibus 

· All drivers are familiar with, and adhere to, the contents of Appendix 1

· Insurance cover, MOT and tax should be up to date

· Vehicle registration documents are held securely

· Ensure that the minibus is securely parked and the keys held securely.

· Access to the minibus keys should be restricted to authorized users.

· Fuel usage will be regularly checked to ensure tank does not run out.
· That the licences of all drivers are checked to ensure that they are permitted to drive a minibus.  This should be recorded and the check repeated every 12 months.

· Familiarisation training should be provided for all new users of the minibus.

Monitoring

The driver will report to the Club Manager half-termly on the operation of this policy.

Review

The policy will be reviewed annually by the Club Committee during the summer term.

Non-Attendance of a Booked-in Child

Missing Children and Collected Late Policy

Non-Attendance of a Booked-in Child

In the event of a non-attendance of a booked in child, the procedures below will be followed:

· The Club Manager or Deputy to be informed that the child is not present at collection time

· The children will be asked when they last saw that child

· An older child will go to that child’s classroom and ask their teacher. The toilets and the corridors will also be checked. If the child is not found the school secretary is asked if the child has been collected early

· The parent or carer will be phoned and asked whether the child is with them, at a friends or has been collected already

· Parents and carers to be informed that from September 2008 a charge of £10 will be made if they forget to inform us of their child’s non-attendance

Missing Child

In the event of a child being reported missing during Club hours, the procedures below will be followed:

· The Club Manager or Deputy to be informed that a child is missing

· The rest of the children present would be called together and the register taken to find out if other children are missing too

· The children would be asked when they last saw that child

· The procedures above will be followed and parents or carer informed

· If it is ascertained that the child is missing, the Police will be informed immediately

· The rest of the children will be kept together in the Club room for safety until that child is found

Children Collected Late

In the even of a child not being collected by 6.15pm, the procedures below will be followed:

· The parent or carer will be phoned, and asked if they are on their way to us; if so 2 members of staff will stay with the child until the parent or carer arrives

· If the parent or carer is unable to collect the child by 6.15pm, the child’s emergency contact must be phoned (after permission from the parent/carer) and asked to collect the child as soon as possible

· 2 members of staff will stay with the child until the emergency contact arrives. Staff cannot release the child until the emergency password has been confirmed

· Staff must advise the parent or carer that a late collection charge (£15 for each 15 minutes) will be added to their next half-termly invoice

Risk Assessment Policy

Statement of Intent

A Risk Assessment has been designed for each area of the building and grounds that is used by HBT. It is reviewed yearly by the designated Committee Member for Health and Safety in liaison with the Club Manager

Aim

At the end of the year, the designated Committee Member reports back to the Committee, the number, location and nature of accidents recorded on the Accident Report Form.

Methods

· A Risk Assessment template is used for the Club’s risk assessments for the hall, Kitchen, playground, field, toilets and corridor

· On completion of each Risk Assessment a copy will be given to the Club Manager as well as the Secretary of the Committee. A copy of all risk assessments will be kept on file

	Risk Assessment
	Location: 

Assessment by: 
	Date : August/September2014
Review Date : August/September 2014


	Hazard / Risk
	Who is at risk?
	Initial Risk
	Control Measures In Place
	Further Action Required
	Resultant Risk

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Suspicious Person Policy

Anyone acting in a suspicious manner must be reported immediately to the Police.

Either call 999 or Bedfordshire Police (Luton) on 01582 401212. The following details should be noted:

· Time and date of when the person was seen

· Where the person was seen

· Description of the person, i.e. clothing, hair colour, etc, and a note taken of the car registration number if applicable

· What the person was doing to give cause for suspicion

In the event of a suspicious person in the grounds or entering the building, children must be taken to distance them from that person, either by bringing them inside or locating them all in the hall until that person has departed. Parents may be informed as they collect their children.

Behaviour Policy

Statement of Intent

As an After School Club, we work hard to ensure that we create a supportive and calm environment in which the rights and responsibilities of everyone within our Club are understood, valued and upheld.

Our approach to behaviour management and discipline is positive. We believe that everyone at the Club has the right to have respect from others and the right to feel safe.

Aim

We aim to be, and encourage the children to be polite, fair, and tidy. We also encourage children to co-operate and share, to play kindly and to smile!

HBT seeks to ensure that both children and staff members can work together in an atmosphere which is fun, supportive and secure. In the rare event that physical intervention is required (if behaviour becomes dangerous for example), the procedures stated in ‘The Framework for the use of Physical Intervention in Schools’ will be followed. The staff and committee members view suspension or exclusion of a child the last resort for cases of anti-social behaviour; this will only be considered in consultation with parents and carers.

Methods

We encourage the children to follow the above aims by:

· Teaching them how to solve their own problems through discussion, so that they learn how to think things through and talk together

· Supporting children to develop the ability to take responsibility for their own actions and to see the link between their own behaviour and the consequences of their actions

· Speaking assertively (without shouting and pointing fingers!) to disruptive children, using language which is decisive, firm and clear

· The use of a whistle not raised voices

· We aim to approach discipline in a positive way

· Encouraging respect between the staff members and children, between the children themselves and respect for property and equipment

· Bullying, offensive language, swearing, hitting or disruptive behaviour will not be tolerated; a consultation with parents or carers will be requested if children regularly exhibit this behaviour in the Club

· Promoting good behaviour through the use of reward stickers, certificates and small awards

Equal Opportunities Policy

Statement of Intent

At HBT we insist on conduct that offers equal opportunities to all children, regardless of language, race, culture, gender and physical or academic ability.

Aim

We aim to provide an environment free from social, sexual or cultural prejudice for all members of our Club.

Methods

We will encourage the children to value and respect all individuals and to create an awareness and appreciation of the multi-cultural nature of society. We will do this by:

· The active consideration of diversity in our planned activities

· The childrens  Early Years Journals to be signed by the parents every month/half term to discuss progress and feedback from the staff

· Assigning children to key workers

· Ensuring where possible that our toys and equipment (such as books etc) reflect diversity

· Ensuring children have equal access to the Club’s facilities

· Catering for diverse cultural dietary needs through our Healthy Eating menu

In addition, we will make it clear to everyone in the Club that no form of racial or other harassment is acceptable.

· For everyone in the Club to be alert to signs and evidence of harassment and to have a responsibility to report it to a staff member whether as an observer or a victim

· We will ensure that all reported incidents of harassment are followed up

· We will establish facts clearly, taking separate accounts from victims, perpetrators and witnesses

· We will comfort, support and empower victims of harassment where it has occurred, and follow the terms of our Anti-Bullying Policy in such instances

HBT is also an Equal Opportunities Employer, and will not discriminate on grounds of age, gender, sexuality, race or disability in the selection and recruitment of staff or Committee Members, and in their personal and professional development.

Special Needs policy

Our After School club aims to have regard to the DfEE Code of Practice on the Identification and Assessment of Special Education Needs, and to provide a welcome, and appropriate playing and learning opportunities, for all children.

· Children will special needs like all other children, are admitted to our Club after consultation between parents and carers and the Club Manager

· Our system of observation and record keeping, which operates in conjunction with parents, enables us to monitor children’s needs and progress on an individual basis

· If it is felt that a child’s needs cannot be met in the Club without the support of a one-to-one worker, funding will be sought to employ one

· If necessary we will work in liaison with staff outside the Club, including therapists, health visitors, psychologists, social workers, paediatricians to meet the children’s specific needs

· Our staff attend, whenever possible in-service training on special needs

Outdoor Play Policy

We encourage outdoor play, and hope to promote fun outdoor games whenever the weather allows! When the children are outside the procedures below will be followed:

· The adult – child ratio of 8 children to 1 adult must be observed for children under 8

· All children must be in view at all times

· Children must not go outside the boundaries that they have been set by the members of staff, i.e. not behind the building or in the car park area

· When a child need to go inside they must tell the member of staff on duty

· If a child requires first aid or has to be sent in due to bad behaviour they must be accompanied by a staff member and handed over to the relevant member of staff inside

· Walk Talkies to be used at all times ( Four in place )

· Children to wear helmets on all bikes

· Children are not allowed in the garage

· Cones set in playground around when needed
· Cones used to block off playground

· One member of staff and maximum of twelve children in the playground at all times

East Hyde Village Hall

Lower Harpenden Road

East Hyde

LU2 9QB

Club Telephone 07932 744777

HOME AND CLUB BEHAVIOUR AGREEMENT

All children coming to the High Bat Tree After School Club have a right to play and enjoy what is on offer without fear of intimidation, harassment or physical or verbal abuse.  We strive to promote behaviour that encourages respect for each individual, cooperation with each other, and opportunities for play and adventure within a safe and caring environment. 

Racism, sexism and other kinds of discriminatory behaviour will be challenged and will not be allowed to continue within the Club.  For further information see the Clubs Policies, Aims and Procedure Booklet.

Please could you read the ’Golden Rules’ of our Club with your child so he/she understands them.  When you have discussed them with your child please can you and your child sign both copies.  One copy is for you to keep and the other to be returned to the club. 

Thank you for your support.

These are our Golden Rules:

· We will always listen when others are speaking

· We will always share

· We will be kind and helpful to each other

· We will not raise our voices to each other

· We will not damage equipment in the Clubroom

· We will always be honest

· WE WILL ALL HAVE FUN!

Signed.………………………………………………………………child

Signed…………………………………………………..Parent/Guardian    Date………………………
Club Manager: Christine Ferguson
Confidentiality Policy

Statement of Intent

It is our intention to respect the privacy of the children and their parents and carers, while ensuring that they receive high quality after school care.

Aim

We aim to ensure that the information on the registration form and any other information given to us will be used only by the HBT Club and committee members, in the course of managing the Club.

Methods

To ensure that all those using the Club can do so with confidence we respect confidentiality in the following ways:

· Completed registration forms are kept in a locked filing cabinet, with keys only held by the Club Manager, Deputy and Treasurer of the Committee
· Parents have access to the records of their children but do not have access to information about any other child. To facilitate this individual files are created for each family
· Staff will not discuss personal information given by parents with other members of staff, except where it affects planning for the child’s needs or is a child protection concern
· Parents’ permission will be sought before photographs are taken of children, either as individuals or in groups
· Staff records are kept securely in a locked filing cabinet. Separate files are kept for each staff member. Staff have access to their personal file at any time
· Electronic records such as the parents email list and membership database, are password protected
· Files containing personal data are shredded when children leave the Club
· Information regarding financial transactions between Club members and the Club (such as the payment of invoices etc) is kept confidential between the Treasurer of the Club, Manager and our book-keeper, Mrs Debbie Degroot: in exceptional cases, this may extend to the Chair of the Committee
· No information is passed to third parties
All of the above are subject to the paramount commitment of HBT After School club which is to the safety and well-being of the child.
Admissions Policy

The aim of our club is to provide play opportunities for local children and childcare for working parents.

· Our play setting takes children between the ages of four and a half and eleven years

· Places are awarded to the children on the waiting list in order of when booked

· To book a place please contact the Club Manager, Christine Ferguson 07932744777
· Email Highbattree@googlemail.com

· We provide transportation (Club Mini bus and Taxi) from Sauncey Wood, The Lea and High Beeches Schools. Space permitting we can accept children from other local schools if they can provide their own transport

· Staff using own car have extra insurance to do so

· If your child has special needs, but you do not have contact with a referring agency, please contact the Club Manager who will be able to advise you

· If your child is entitled to a priority subsidised place the Club Manager should follow procedure and contact social services if referral is needed

Joining the Club Policy

An annual administration fee of £15 per (review 2015) family is payable on registration and then each following September. This fee is not refundable.

Parents and carers wishing to enrol their children should obtain a registration pack from the Club Manager. Once the forms have been completed and signed, they must be returned to the Club manager, with the registration fee.

All parents and carers to read and sign to say they understand our policies and procedures

Payment of Fees

Fees are invoiced in advance for the coming half term and should be settled by the end of the invoice date, with regards to the summer holidays fees must be paid one month prior to the start date to secure your child place in the club. Any preferred payment plan should be discussed with out Treasurer.

Some parents may be eligible for the new working family tax credit which can refund you up to 70% of your childcare fees. Many employers now have voucher schemes in place.

Bank details – HSBC 
Account number 91251910

Sort Code 40 – 23 – 11 

Transport to the Club Policy

As the Club is based in East Hyde the children from High Beeches, The Lea and Sauncey Wood schools need to be safely transported to the Club.

· The Club only uses our own minibus and CRB checked driver

· Or a licensed taxi with a member of staff
· Or  staff members car with special work transportation Insurance

· A member of our staff will escort the children from the school onto the transport

· A member of staff will travel with the children to the Club

· No child will be left unaccompanied

· All children must travel wearing a seat belt during the journey

· The Club may in emergency employ a relief driver and therefore a member of the school staff will escourt the children to the mini bus whilst a HBT member of staff remains on the bus

· Staff member to sit a the back of the bus

· Windows to be opened slighty in hot weather
Compliments and Complaints Policy

Statement of Intent

HBT works hard to provide a high quality service for all the families that use the Club.

Aim

We welcome your comments either positive or negative as they are helpful for our future development. Here at HBT we aim to settle complaints quickly and informally either by putting matters right or giving a full explanation. If you feel that the complaint is more serious, it will be investigated by the Club Manager and committee, and a response will be sent to you within 21 days.

Methods

The following procedures will be followed for complaints:

In the first instance, we will encourage members to talk to us about their complaint, and we will listen carefully to their concerns. This may be in conversation with the Club
· Manager or Deputy. In addition, contact details of the individual Committee members are posted on the parents Notice Board and all are available to talk to or contact via email.

· We will encourage members to complete the Compliments / Complaints Form, and respond in writing to this within 21 days

· If a complaint cannot be resolved at this point, members will be invited to meet with members of the committee, which will give further consideration to the complaint. A formal response from the committee will be given within 21 days

· Records of all complaints are kept on file for inspection purposes

Should you wish to contact Ofsted with regard to any matter pertaining to the Club, our registration number is 123620. The contact details for Ofsted are:

Ofsted

NBU, 3rd Floor, Royal Exchange Buildings

St Ann’s Square

Manchester, M2 7LA

Tel: 08456 404040 Email: enquiries@ofsted.gov.uk
Compliments and Complaints Form

Please circle either:
 A Compliment 
A Complaint

Name

________________________________

Date

________________________________

Please write your Compliment or Compliant on the lines below and continue on the back if needed.

__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

Please hand this form into the Club Manager in a sealed envelope. Please mark it for the attention of the Club Manager or Chair of the Committee, whichever is appropriate.

We will respond to you within 21 days.

Thank you

Code of Conduct for

Employees and Committee members

Statement of Intent

This Code is for all employees, permanent or temporary, committee members and for people associated with HBT After School Club. We expect the Code to be followed without exception, and it is important that all employees and Committee members read and understand it. If anything is not clear please ask!

Aim

We have designed this Code to promote fairness, consistency and order at the Club and in all conduct relating to the Club. It has been devised with the help of employees, the Committee and Club Manager, and they would welcome any suggestions for improvements.

The code is divided into 4 sections:

· Conduct whilst at the Club

· General issues relating to the Club

· Matters relating to staff contracts of employment and records

· Conduct that is unacceptable

Conduct whilst at the Club

We expect everyone to:

· Not smoke whilst at the Club or elsewhere when representing the Club

· Co-operate with the Club Manager to ensure the health and safety of the children and visitors

· Hand your mobile phone  to the manager, phones will be kept in a box in the kitchen and if you do need to take a call then ask the Club manager for permission

· Be courteous towards the children, parents, teachers and other employees

· Report any loss or damage to Club property to the Club Manager

· Report any injury or accident to the Club Manager

· Ensure all working areas are clean, tidy and are appropriate for the activities undertaken

· Follow all reasonable instructions given by the Club Manager

General issues relating to the Club

We expect staff members to:

· Inform the Club Manager by 9am when unable to attend work

· If you have to take time off during term time, seek permission from the Club Manager
Code of Conduct for

Employees and Committee members continued

· Be ready for normal hours of work or those specified previously by the Club Manager
· Inform the Club Manager of any infectious diseases occurring within your family or circle of friends, which may put children at risk
· Maintain absolute confidentiality regarding the Club’s information and records 
· Report any breach of this Code or other regulations immediately to the Club Manager
Matters relating to your contract of employment / records

We expect all staff members to:

· Read and make sure that you understand your contract of employment, and retain you signed copy. If you have any questions, please ask the Club Manager

· Read and make sure that you understand all of the HBT After School Club Policies If you have any questions please ask the Club Manager. Please sign the form to confirm that you understand all of our policies

· Notify the Club Manager of any change of your address, contact numbers / emergency contact details and any other personal records at the earliest opportunity

· Return all property belonging to the Club on termination of employment

Conduct that is unacceptable

Staff members must not:

· Report to work under the influence of drugs or alcohol. Staff members doing so may be subject to instant dismissal

· Act in a way that might endanger children and any other people or property at the Club

· Engage in verbal or physical abuse, threatening behaviour or harassment towards children or members of Club staff

· Discriminate between children and employees

· Leave work without prior authorisation from the Club Manager

· Falsify expenses or records including time sheets

· Remove any property belonging to the club, unless authorised by the Club Manager

Professional Development Policy

Statement of Intent

A clear and explicit policy for the professional development of staff is fundamental to the overall effectiveness of the Club. The club recognises that our staff are our most important asset to the Club and we encourage staff to access appropriate training and development opportunities with our support.

Aim

· To enable everyone who works at the Club to be committed

· To provide an individual training strategy and programme which helps equip staff to do their job

· To provide a systematic and coherent series of opportunities and activities which integrate the needs of the individual with those of the Club and hence to enhance the quality of childcare

Methods

· To regularly review staff development needs through their supervision /appraisal

· To provide appropriate development opportunities to meet needs identified and to agree objectives

· To facilitate the preparation and implementation of an annual development plan

· To provide opportunities to share experiences and skills through training and planning meetings in order to widen the skills of staff

· To provide opportunities for succession training, creative input and a variety of work and intellectual challenge

· To provide entitlement training for all new management positions

· To develop each member of staffs’ understanding, knowledge and skills to enhance the skills base of the Club

· Regular staff meetings/ at least half termly

· Staff to sign the documented staff meetings

· Staff to sign holiday forms when requesting leave
To achieve the above the following guidelines will apply:

· Each member of staff is given a job description within their contract

· Each member of staff will undergo regular appraisals every year, reviewed at the half-year

· The regular appraisal review should determine to what extent each member of staff have been able to fulfil the demands of the job description and identify areas for future professional development

· The management tasks of senior staff should be reviewed regularly to ensure that their roles are co-ordinated

· The identified objectives for development should be recorded and give an appropriate time scale in which to be met

Professional Development Policy cont.

· All staff should be encouraged to maintain a complete record of relevant experience, expertise, achievement and in-service training, which is contained in a professional development record or portfolio

· All staff will be consulted about their development needs

· Planning meetings will be held by the Club Manager on a regular basis (at least monthly) to allow us to anticipate and plan for staffing needs, individual training and development, and of course Club activities.

In addition all staff members are expected to attend training events as required. All staff must complete training in First Aid, Safeguarding  and basic Food Hygiene within six months of their employment start date. The Club will pay overtime and / or course fees for these required courses.

We also encourage staff members to pursue formal training towards NVQ and will fund tuition fees for staff to do this if agreed in their personal development plan. Unfortunately the resources of the Club do not allow us to pay overtime for NVQ study, but the club will fund mileage costs for attending NVQ college courses .Training will also be covered at your hourly rate.
	A £15 registration fee is charged each year per family this will be invoiced upon receipt of your completed form.
	

	
	
	
	
	
	

	
	
	
	
	
	
	
	

	East Hyde Village Hall

	Lower Harpenden Road,

	East Hyde, Luton

	Beds.  LU2 9QB

	Club Telephone No 07932 744777  email: highbattree@googlemail.com

	
	
	
	
	
	
	
	

	CHILD REGISTRATION FORM ( per child )

	 
	 
	 
	 
	 
	 
	 
	 

	Section 1. Child’s details:
	
	
	
	
	
	
	 

	Surname:    
	 
	 
	 
	 
	
	
	 

	 
	
	
	
	
	
	
	 

	First Name: 
	 
	 
	 
	 
	
	
	 

	 
	
	
	
	
	
	
	 

	Date of Birth: 
	 
	 
	
	
	
	
	 

	 
	
	
	
	
	
	
	 

	School:  
	 
	 
	 
	 
	Year 
	 
	 

	 
	
	
	
	
	
	
	 

	Dietary restrictions: 
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	 

	Illness or recurring health problems which the Club staff need to be aware of, including emergency medication 

	or any special educational needs:
	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	 

	Section 2. Parents/Guardians details:     
	
	
	
	
	 

	Name:
	 
	 
	 
	 
	 
	
	 

	Home address
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	Post Code
	 
	 

	Email: 1
Email:2
	 
	 
	 
	 
	
	
	 

	Home Tel. No
	 
	 
	        Daytime Tel No
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	 

	Section 3.  Emergency Contact details:
	
	
	
	
	
	 

	Name: 
	 
	 
	 
	Tel. No
	 
	 
	 

	Name:   
	 
	 
	 
	Tel. No
	 
	 
	 

	Doctor’s Name: 
	 
	 
	 
	Tel. No
	 
	 
	 

	                            
	 
	 
	 
	 
	 
	 
	 


	 
	
	
	
	
	
	
	 

	Section 4.  Security details:  Name of person who will normally collect your child:
	
	 

	Name:
	 
	 
	 
	Password : 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	 

	Circle Days required:    
	Monday
	Tuesday
	Wednesday
	Thursday
	
	

	 
	
	
	
	
	
	

	 
	
	
	
	
	
	
	 

	
	Yes
	yes
	yes
	yes
	
	5.30pm
	6.15pm

	NB: Payment for inset days ,snow days  or illness will not be refunded

We will pick up children   if  earlier finish  than 3.15pm school times due to holidays
	
	
	
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	 

	I consent/do not consent to my child receiving medical treatment or advice in an emergency. 
	 

	I consent/do not consent to my child’s photo being taken for display purposes.
	
	
	 

	I consent/do not consent to my child being taken off the premises for outings/walks.
	
	 

	I understand that the Club cannot accept responsibility for my children’s possessions whilst attending the club.

I understand that a 10% discount is offered upon two weeks of settlement upon invoicing
I understand that mobile phones are not permitted whilst in the Club vicinity; to avoid unauthorised use of cameras



	 
	 
	 
	
	 
	 
	 
	 

	 
	
	
	
	
	
	
	 

	PARENTS/ GUARDIANS SIGNATURE                             
	
	 DATE OF SIGNING

I am signing this form to confirm I have read the policies and procedure and completed the relevant forms for my child.

I give permission for HBT Manager/Deputy to discuss my child with their school.

 
	 

	Club Manager: Christine Ferguson







Policy and Procedures


Handbook





East Hyde Village Hall


Lower Harpenden Road


East Hyde


LU2 9QB





Club Telephone: 07932 744777


Email: � HYPERLINK "mailto:highbattree@googlemail.com" �highbattree@googlemail.com�





Club Manager: Christine Ferguson





Handbook reviewed and updated:		February 2014





Next review date:				February 2015








PAGE  

