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Mission Statement 
 
 

 
 

“Smartkidz Play and Learn” is out of school care with a difference. At Smartkidz we believe 
that children are the masters of their own play and should therefore be free to play with as 
little adult intervention as possible. This means that children use their own initiative and 

imagination to decide how they spend their time in our clubs. Our staff use the PARS model of 
playwork practice which means that they make instantaneous decisions about whether and 

how to intervene according to each and every different situation as it happens. Smartkidz staff 
encourage children in making their own decisions about how they play and who they play with 

and support children in making those decisions when appropriate.” 
 

Reviewed 18/08/2019 
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Play Policy 

The Smartkidz Ethos 

Our underpinning philosophy comes from the PARS model which is based on the philosophy of the 
adventure playground pioneers from the 1950s/60s. At Smartkidz we believe that children should be 
children and have the opportunity to decide for themselves how they spend their time at our clubs. We 
believe that children are the experts in play and as far as possible should be given time and space to 
make their own decisions about how they play, who they 
play with and long they play for.  

Our understanding of play is defined by the Playwork 
Principles (2005)1: 
 
“Play is a process that is freely chosen, personally directed 
and intrinsically motivated. That is, children and young 
people determine and control the content and intent of their 
play, by following their own instincts, ideas and interests, in 
their own way for their own reasons.” 

At Smartkidz we therefore support and facilitate children’s play without directing or controlling it.  
 
The Smartkidz Environment  
 
Our outdoor area has been modelled on the original adventure playgrounds from the 1960s. Lady 
Allen of Hurtwood, one of the adventure playground pioneers, defined these as follows;  

 
"a playground where children are provided with miscellaneous equipment, 
often waste material, from which they may contrive their own amusement." 2  
 
We have added ropes swings, climbing nets, fire pit area, loose parts (crates, 
tyres, wood, old bikes, drain pipes, pallets and ropes) which allow children to 
take part in a range of different play types (Hughes, 20023). We also offer 
experiences that children may not have come across before, from climbing 
high, lighting fires, using tools, playing outside in a variety of weathers and 
playing in the dark. 

Our indoor space also aims to offer as many opportunities as possible for 
children to explore and create on their own terms. We offer loose parts (Nicholson, 19714) for the 
children to use for their own purposes and children make their own choices about how they use the 
space and materials.  
 
The PARS model includes a range of theories and methods, which help us to evaluate the outdoor 
and indoor space according to children’s needs. Our staff continuously evaluate and adapt according 
to a range of PARS theories, what is or isn’t being used and what the children want or suggest. This 
often involves making risk-benefit assessments to decide whether to, for example, add additional 
materials to the setting or to remove equipment which is too dangerous. Children also regularly adapt 
the outdoor and indoor spaces themselves which increases their sense of ownership and belonging in 
our clubs.  
 
Role of adults at Smartkidz 
 
At Smartkidz we use the PARS model of playwork practice (Newstead, 20165). Decisions about 
whether to intervene or not are continuously being made at all times within our settings using the 
                                                
1 PPSG PLAYWORK PRINCIPLES SCRUTINY GROUP (2005) The Playwork Principles. 
2 ALLEN, M. & NICHOLSON, M. (1975) Lady Allen of Hurtwood Memoirs of an Uneducated Lady, London, Thames and 

Hudson. 
 
3 HUGHES, B. (2002) A Playworker's Taxonomy of Play Types, London, PlayEducation. 
4 NICHOLSON, S. (1971) How not to cheat children - the Theory of Loose Parts. Landscape Architecture, 62, 30-35. 
5 Newstead, S. (2016). Deconstructing and reconstructing the unorthodox recipe of playwork. Unpublished doctoral thesis, UCL 
Institute of Education, London, UK. 
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PARS model. This often means that it looks like our staff are standing around doing nothing! In fact 
they are using ‘containment’, where they are assessing whether intervention is really in the children’s 
best interests. Our staff have all been trained in making these judgements using the PARS model. 
Staff only intervene if they feel that they need to from a safety perspective, an operational 
perspective (i.e. snack, lunch or parent pick up) or to give a child help or support (physical or 
emotional), where needed. PARS Techniques are used by our staff to decide if intervention is 
needed, with the majority of these Techniques being carried out without the children noticing.  Our 
PARS practitioners make decisions about whether to intervene in children’s activities on a minute-by-
minute basis, according to individual situations as they occur. Sometimes our staff will decide that it is 
in the children’s best interests to make decisions and solve problems for themselves, where they 
judge the children capable of doing so. This means that in our clubs children are often given time to 
sort out disputes between themselves, assess risk for themselves or just given space to enjoy time on 
their own. In this way we enable children to develop independence, resilience and above all, a sense 
of freedom and opportunity to enjoy their childhood without the pressures of the adult world. 

Supporting and facilitating play 

At Smartkidz we support and facilitate children’s play without directing or controlling it. This means 
that we: 

• Provide an environment which offers children a range of play types, including risky play.  

• Provide a range of equipment, resources and activities on a daily basis which frequently change 
according to children’s needs  

• Encourage children to request additional or alternative equipment as they choose, and if a 
request has to be refused, explain why. 

• Respect children’s wishes not to engage in specific activities or with certain children. 
• Make outdoor play available every day, unless the weather is particularly bad. 
• Encourage children to change both the indoor and outdoor environments to suit their own play 

needs.  
• Offer occasional structured activities on a free choice basis that enable children who choose to do 

so to develop their knowledge and/or skills in a specific area  
• Allow children freedom of creative expression, particularly in artistic or creative play. 
• Interrupt and intervene in children’s self-directed activities only when necessary. 
• Wherever possible, warn children in advance when time is running out .   
• Allow children not to be visible to adults at all times (although all children are always within 

hearing range of staff. 
 
Risk in Play 
Smartkidz Play and Learn believe that activities that contain a higher level of risk are important for 
children to take part in to help children grow, learn and become independent in assessing risk for 
themselves. At Smartkidz we therefore allow children to assess the risk of activities themselves and 
staff members support children with this when necessary. We often talk to children about risk and 
hazards in the club and get them involved in helping with the club risk assessment. 
 
We believe that the children should feel empowered in the decision process of setting boundaries. We 
feel that this way the children are more inclined to take notice of the boundaries instead of seeing the 
boundary as more of a challenge set by adults, which they should attempt to overcome! 

As a club we allow children to access a range of different weather conditions including rain, snow, 
heat, ice and winds. We will make decisions about the safety of the children based on weather 
conditions as they occur. We expect children to bring suitable clothing for the weather. 
 
Some of the activities we provide for the children to access risk in play are:  

• Tree climbing and climbing nets 
• Fire making - including cooking over open fires 
• Woodwork and using tools such as bill hooks, loppers, sheath knives, bow saws and mallets 
• Activities with bricks 
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• Activities involving glue guns, spray paint and other solvent resources. 
• Playing near and around lakes, ponds, rivers and the sea (on trips) 
• Use of sharp kitchen equipment and indoor cooking activities  
• Whittling  
 

In order to ensure that children remain as safe as possible whilst using tools, we have a Tool Use 
policy. 
 
Tool Use Policy 

 
At Smartkidz children may take part in activities that use tools. The Club Leader will use their 
professional judgement to decide when the group or individuals are ready to use tools and then 
introduce these tools slowly throughout the programme. All children will be supervised when using 
tools and the ratio will depend on the group’s ability and experience in using the tools. If the sessions 
involve tool use, then a Level 3 Forest School Leader will be present and tools will be checked before 
use. All children will be given a “tool talk” before they are allowed to use the tools. 
 
Within the tool talk the children will be told: 
 

• The parts of the tool (handle, blade, sheath, cutting edge, blade cover) 
• How the tool should be carried. 
• How the tool should be used. 
• Where the tool should be stored. 
• What Personal Protective Equipment should be worn while using the tool. 

 
 
Children MUST take responsibility in using tools. An adult will support any children who do not show a 
good level of responsibility at first. However, if they are then unable to use the tools appropriately they 
will be stopped using the tools until they are ready to be re-introduced.  

 

 
Policy created and adapted with support from Dr Shelley Newstead- Creator of PARS 
Playwork. 
 
 
 
 
 

 

 

 

 

 

 

 

 

 
 
 
 
This policy was adopted by: Smartkidz Play and Learn Date: 1/11/17 

Date reviewed: 20/11/18 
Date reviewed: 16/08/2019 

To be reviewed: 16/08/2020 Signed:  
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Administering Medication 

Medication will never be given without the prior written request of the parent/carer, which will 
include frequency, dosage, any potential side effects and any other pertinent information. 
Medication will only be administered if it is prescribed by a doctor and the prescription label is 
visible, however Smartkidz staff will administer Neurophen and/or Calpol, with written 
permission by the parent, without a doctors note (in this instance we will still need the below 
completed). 

A member of staff will be assigned to administer medication for each individual child concerned. They 
will also be responsible for ensuring that: 
 

• Prior consent is arranged on the permission to administer medication form.. 

• All necessary details are recorded on the Medication Form and kept in the medical folder 
and locked away. 

• That the medication contains prescription label and safely stored during the session. 

• Another member of staff acts as a witness to ensure that the correct dosage is given. 

• Staff cannot give dosages that are different to the Doctors label or the allowed amounts for 
the age of the child (on Neurophen and Calpol). 

Wherever possible, children who are prescribed medication should receive their doses at home. If it is 
necessary for medication to be taken during sessions at the Club, Please note that the club will only 
give recently prescribed medication. 
 
If for any reason a child refuses to take their medication, staff will not attempt to force them to do so 
against their wishes. If and when such a situation occurs, the Manager and the child’s parent/carer 
will be notified, and the incident recorded on the Medication Record. 
 
If a child has asthma then the parent/carer must complete an asthma card and must have an inhaler 
with them at all times while at the club. 
 
Where children carry their own medication (asthma pumps or insulin for example), the Club 
recommends that staff hold onto the medication until it is required. This is to minimise possible loss of 
medication and to ensure the safety of other children. Inhalers should always be labeled with the 
child’s name.  
 
If the children are on an outing or taking part in outdoor activities for a period of time and not close to 
the usual storage within the club, then the child’s medication will be stored in the medical bag which 
will stay with the play leader. If medication needs administering outdoors, such as epi-pen or insulin 
then the leader will take into consideration the level of hygiene and chances of infection (injecting into 
an area that it clean). To meet GDPR, a blank medical record form will be taken for each child to 
record medication being taken, however name of child should not be added to form until the return to 
club. 
 
The club staff may require additional training for some medication for example an Epi-Pen. The 
manger will ensure this training is given at the earliest opportunity. The safety of the child should be 
discussed with the parents / carers. If staff are not trained, it may be necessary for the child not to 
attend while training is sought in order to protect the child.  
If a child needs medication requiring specialist knowledge or training only trained staff may administer 
the medication. 
If there is any change in the type of medication – whether regarding dosage or other changes to the 
information given on the Medication Form – a new form must be completed. 
 
 
This policy was adopted by: Smartkidz Play and Learn Date: 1/11/17 

Date reviewed: 20/11/18 
Date reviewed: 16/08/2019 

To be reviewed: 16/08/2020 Signed:  
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Admission and Fees policy 
 

 
The club will accept all children between the ages of 4 to 11 (3-11 for Smartkidz @ Ridgefield). 

 
The manager will always strive to provide places but there may be times when places are full, that the 
club will operate a waiting list. 
 
Registration 

 
When a parent/carer contacts Smartkidz Play and Learn enquiring about a place for their child, they 
will be sent a welcome pack. 
 
What is in your welcome pack? 
 
Registration form- This is to be completed in full and handed back to the club’s play leader. 
 
Parent handbook- This outlines all of the necessary information you need to know regarding the 
clubs, a summary of some of the policies, what we offer and prices. 
 
Booking Places 
 
New parents/carers will only be issued places if a place is available. If not a waiting list will be used on 
a first come first served basis. 
 
It is vital that parents and carers notify the club about the places needed in advance. Places will be 
kept for the next academic year unless we are told in advance that these need cancelling. 
 
Extra day bookings need 24 hour notice where possible however we will always strive to cater for 
emergency bookings with less then 24 hours notice. 
 
Staff should only be contacted through Smartkidz phone numbers, Smartkidz email address or 
Smartkidz Facebook page. Staff should not be contacted through personal contact details such as 
mobile phone or social media pages. 
 
Waiting list 

 
To ensure that admissions to the club are offered on a fair and transparent basis, the 
following procedure will apply to the management of waiting lists: 
 

• If, on making an enquiry about a place for their child, a parent/carer is informed that 
there is not currently a suitable one available, the Club’s waiting list procedure will be 
explained and then activated on the parent/carer’s behalf. 

 
• Parents/carers will be encouraged to submit their request for a place to the Club in 

writing. The details of this request will be placed on the waiting list, in the order that 
they are submitted. 

 
• The waiting list will be kept and used on a basis that children currently attending other 

days within our out of school clubs will have priority, children not attending other days 
within our out of school clubs will work on a “first come first serve” basis. The Clubs 
will advise the parent/carer of how long they are likely to have to wait before a 
suitable place becomes available. This information will only be an estimate and will 
not constitute a binding guarantee from the Smartkidz. 

 
• When a vacancy at the Club becomes available, the manager will contact the 

parent/carer highest on the waiting list. 
 

• If the parent/carer concerned no longer wished to take up a place, the parent/carer of 
the next suitable child on the list will be contacted. 
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Child Leaving Smartkidz Play and Learn Ltd 
 
There is a 2 week notice period for children leaving the out of school clubs. Fees will need paying for 
these 2 weeks regardless if the child attends or not. 
 
Bookings cancelled during holiday club must be made 2 weeks before the cancellation date. 
Cancellations made before 2 weeks will still be charged. 
 
Fees 
 
The level of fees will be set by the Registered person and reviewed annually in the light of the club’s 
financial position. The club will be sympathetic to requests for payment structure, however cash 
payments are not accepted. Parents/carers wishing to negotiate this or any other alteration to the 
standard fees policy should arrange a meeting with the manager at the earliest possible opportunity. 
 
Invoices for payment are sent out to parents/carers on the first school day of each half term for the 
upcoming half term and the previous holiday club. This excludes summer which will be sent out as a 
separate invoice on the first day of the summer holiday club. 
 
A registration fee will be taken when a new family joins the club on the first invoice. 
 
When booking your days in our out of school clubs you will be charged weather the child attends the 
club or not as this space has been held for the child. 
 
Payment terms are 14 days from the invoice date. If a parent/carer has used the club’s services 
without payment or their payment has been dishonoured and they have not agreed a payment date or 
schedule with the clubs administrator, the following procedure will be followed. 

 
 

ACTION TIMING 
1st reminder, write to the parent/carer to ask for payment 
within 14 days 

From 14 days from invoice date. 

2nd reminder write to the parent/carer to ask for the 
payment within 14 days. Parents/carer will be sent a copy 
of the payment procedure. 

From 14 days from 1st reminder. 

3rd reminder, write asking for immediate payment in full plus 
an administration charge of £10. NB. AT THIS POINT THE 
PARENT WOULD BE ASKED TO MAKE ALTERNATIVE 
CHILD CARE ARRANGEMENTS AND THE CHILD/REN 
WOULD NO LONGER BE ACCEPTED AT THE CLUB. 

From 7 days after the 2nd reminder. 

Final reminder letter. Letter sent by special delivery, copy 
handed to parents/carer at club. If payment is not received 
within 4 days the club will immediately start proceedings in 
the County Court for which we charge an administration fee 
of £50 and all court fees. 

From 7 days from the 3rd reminder. 

Court procedure will be started. If Smartkidz Play and 
Learn is required to attend a County Court, costs will be 
applied at a rate of £20 an hour per staff 
member/committee member. 

From 7 days from ‘final reminder” 
letter. 

 
At all stages, in all letters and meetings the club’s invoice manager and management team will 
show willingness to support and help the parent/carer.  This may be by agreeing reasonable 
payment schedules and/or dates. Letters will be written by the invoice manager. 
 

Methods of Payment 
 
Internet banking 
Please ask the administrator for the bank account details. 

 
Childcare vouchers 
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Parents need to advise the club administrator if they are paying by a voucher system as this 
will ensure that the above ‘non-payment’ procedures will not be taken forward due to the time 
it sometimes takes for the vouchers to be paid. 

 
Cheque payments 
Cheque payments to be made payable to “Smartkidz Play and Learn Ltd” 
 
Cash 
Cash payments are NOT accepted. 
 
 

Current fee structure 
 
 
Registration Fee £ 7.50. This will be added to your first invoice. 
 
Daily Breakfast club fee (per child): 
Girton: £5.50 
Mayfield: £5.50 
Haddenham: £5.00 
  
After school club fee: 
Girton: £11.50 
Haddenham: £10.50 
Ridgefield: £13.00 
 
Half sessions-Ridgefield only (3:15-4:30) or (4:30-6:00)- £7.00)  
 Fees are invoiced at the beginning of each half term and should be paid as soon as possible 
(See late payment procedure) . 
 
Holiday club 
 
Setting Full Day AM PM School day 

9:00-3:30 
Girton £30.00 £17.00 £17.00 N/A 
Haddenham £28.00 £17.00 £17.00 N/A 
Ridgefield £30.00 £17.00 £17.00 £24.00 
 
Late booking fee 
It is important that we have bookings in at the earliest opportunity in order to make sure that 
we have correct staffing, resources and time to organise children’s individual needs in place 
where necessary. A late booking fee will come into place the Friday before the last week of 
each half term. For summer play scheme, a late booking charge will come into effect on the 
Friday before the last 2 weeks of the last term in July. 
 
 
Discounts 
Families with 3 children will get a 10% discount off 3rd child’s daily fees. 
Famililes with 4 children wll get 20% discount off the 4th child’s daily fees (this does not 
include the 10% off 3rd child as well). 

 
Late fees 
 See “uncollected child policy” for details. 
 
 
 
This policy was adopted by: Smartkidz Play and Learn 
 

Date: 01/11/2017 
Date reviewed: 20/11/18 
Date reviewed: 14/08/2019 

To be reviewed: 14/08/2020 
 

Signed:  
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Care and handling 
 of animals on premises policy 

 
Smartkidz believes that the nurturing, respect and care of animals help children to learn valuable life 
skills throughout their future lives and fits in well with the clubs ethos. Having a relationship with a pet 
can help children to develop a caring attitude and skills such as nurturing, responsibility, empathy, 
improved communication and gives children, who may not have the opportunity to care for animals at 
home, the chance to do so. 
Children would have the responsibility of caring for the pets within our club and will be supported by 
staff in doing so. 
 
While there are many befits to keeping pets in child care centres, a small range of risks including: 
 

• Animal faeces that may cause illness if ingested. 
•  Potential allergies to animals. 
• Bites or scratches. 
• Parasites that may be transferred by pets i.e. Ringworm. 

It is within our best interest to make sure that we are concious of the wellbeing of children and 
animals. It is important that staff, working within Smartkidz Play and Learn, educate the children in 
caring for animals.  
 
An in depth risk assessment has been put in place to lower any risks that may be casued by these 
animals. 
 
Type of pets 
Smartkidz Play and Learn will only allow the following pets with their settings: 
Hamsters, Gerbil, Guinea pigs, Rabbits or Fish. 
 
Handling of pets 
 
Pet handling will only happen within the pet handling area. There will be no more then 3 children at 
one time within the area and will always be supervised by an adult. 
Staff will be aware that younger children may not realise that they may be hurting or freightening the 
animals and staff will support all children handling the pets. 
 
Vetinary and health checks. 
The club will be responsible for paying for any vetinary bills and will get a yearly health check of all 
pets cared for by Smartkidz Play and Learn. 
 
Cages, containers and hutches. 
All animal enclosures will be secured and club will aim to create a safe living area for the animals.  
All enclosures will be secured and make sure that any hazards created by the pet enclosures will be 
monitored. 
 
Equipment 
All equipment for the animals will be stored away securely. 
 
 
 
 
 
 
 
 
 
This policy was adopted by: Smartkidz Play and Learn Date: 1/11/17 

Dated reviewed: 20/11/18 
Dated reviewed: 20/11/19 

To be reviewed: 20/11/2020 Signed:  
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Arrivals and Departures 

Our Club will give a warm and friendly welcome to each child on arrival and ensure that they depart 
safely at the end of each session. 

Arrivals 
On arrival to our clubs, a member of staff will immediately record the child’s attendance in the daily register, 
including the time of registration. 
The room will be set up ready for the children’s arrival and all health and safety checks completed.  
EYFS children will either be picked up or escorted by a member of staff to club. Children will be signed in 
promptly and any children that have not arrived the following procedure will be followed: 

- A member of staff will check with the class teacher- If the class teacher is aware of the child’s 
whereabouts then staff will remove them off of the register. 

- If the teacher is unaware of the child’s whereabouts, the member of staff will then check if the child is at 
another extra curricular club. If the child is at another extra curricular club this will be noted on the 
register. 

- If the child’s whereabouts is still not known then the parent/carer will be called. If the parent/carer is 
expecting them at Smartkidz then staff will follow the missing child procedure. 

Departures 
 
Breakfast club 

• EYFS, Year 1 and Year 2 children will be escorted to their classrooms at 8:50 
• Key stage  2 children will make their way to their own classrooms at 8:50, unless staffs feel that this may 

endanger the child.  
(Mayfield only- Children will be sent to the playground at 8:30am which is supervised by school staff) 
• Children that may be attending from a pre school will be escorted by a member of staff and if necessary 

a 2nd member of staff will be arranged to help with this.  
• Children will be signed out on the register by staff members within the club and signed off at the bottom 

by the playleader or senior staff member where it states “Manager sign off (all children have left)”. 

After school and holiday club 
• Parents and carers are expected to sign children out indicating the time of collection. Staff will ensure 

that this is done. 
• No adult other than those named on the registration form will be allowed to leave the club with a child 

without prior warning. In the event that someone else should arrive without prior knowledge, the Club 
will telephone the parent/carer immediately to agree.  

• If someone else is collecting your child who is not on the registration form the Manager or playleader of 
the setting must be contacted with written confirmation of who is collecting the child. A password is 
required for the nominated person to give to the Manager or playleader of the setting.   

• If the child is to be collected by someone other than the parent/carer, this must be indicated to a 
member of staff and recorded at the start of the session. 

• Only adults – aged 16 years and over – and with suitable identification, will be authorised to collect 
children unless prior permission has been given. The club is sensitive to older children wishing to leave 
on their own and/or with an older sibling. In order for this to happen the club requires a letter of authority 
from the child’s parent/carer and a ‘formal’ introduction of the older sibling to all of the staff working at 
the club. 

• Parents/carers of children that have booked in but do not turn up to holiday club or breakfast will not be 
contacted however payment will still be expected.  

• If children are walking to breakfast club on their own then this should be made clear to the staff and if 
the child does not turn up to breakfast club the parent will be called to find out the child’s whereabouts.  

Absences 
If a child is going to be absent from a session, parents must contact the club in advance. 
If a child is absent without explanation staff will check with class teacher if this child has been absent or had been 
picked up at the end of the day, If the teacher is unsure then the club staff will then check to see if your child is 
attending an extra curricular club (if this is the case the extra curricular club manager will be informed that we had 
not been given this information). If they are not attending an extra curricular club then we will contact the 
parents/carers to try to ascertain the reasons behind this.  
The club will follow the Missing Child procedure should the whereabouts of the child not be confirmed. 
Regular absences from the Club could be an early sign and/or symptom that a child or family may be 
encountering some difficulties and might need support from the relevant statutory agencies. The Club and its staff 
will always try to discover the causes of prolonged and unexplained absences. 
This policy was adopted by: Smartkidz Play and Learn Date: 1/11/17 

Dated reviewed: 20/11/18 
Date reviewed: 14/08/2019 

To be reviewed: 14/08/2020 Signed:  
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Babysitting policy 

  
 
We do not provide a babysitting service outside our normal operating hours. However, we understand 
that parents sometimes ask Smartkidz staff to babysit for their children. This policy has been 
implemented to clarify some points regarding private arrangements between staff and parents. Please 
also refer to our Safeguarding Children Statement. 
 

• Smartkidz Play and Learn is not responsible for any private arrangements or agreements that 
are made: such agreements are between the staff member and family. However, we do 
expect staff members to inform us if they are babysitting or caring for a child that attends 
Smartkidz Play and Learn’s breakfast and after school clubs outside of the setting.  
 

• We have rigorous recruitment and suitability processes in place to ensure that we employ 
competent and professional members of staff and uphold our duty to safeguard children whilst 
on our premises and in the care of our staff. This procedure includes interviews, references, 
full employment history and DBS checks as well as several other processes. Whilst in our 
employment all staff are subject to ongoing supervision, observation and assessment to 
ensure that standards of work and behaviour are maintained in accordance with our policies. 
We have no such control over the conduct of staff outside of their position of employment. 
Parents should make their own checks as to the suitability of a member of staff for 
babysitting. 

 
• We will not take responsibility for any health and safety issues, conduct, grievances or any 

other claims arising out of the staff member’s private arrangements outside Smartkidz Play 
and Learn hours. The member of staff will not be covered by Smartkidz Play and Learn 
insurance whilst babysitting as a private arrangement. 

 
• Out-of-hours work arrangements must not interfere with the staff member’s employment at 

Smartkidz. 
 

• All staff are bound by contract of the Confidentiality Policy, GDPR and Data Protection Act 
that they are unable to discuss any issues regarding Smartkidz Play and Learn, other staff 
members, parents or other children.  

 
• Smartkidz Play and Learn has a duty of care to safeguard all children attending the setting, so 

if a staff member has some concerns for a child following a private babysitting type 
arrangement they may need to pass these concerns on to the Safeguarding lead within the 
setting. Safeguarding concerns override GDPR. 
 

• It will be the staff member’s responsibility to ensure they have the appropriate insurance, 
MOT and child restraints or child safety seats if they are transporting them in a car. 

 
 
 
 
 
 
 
 
 
 
 
 
 
This policy was adopted by: Smartkidz Play and Learn Date: 1/11/17 

Date reviewed: 20/11/18 
Date reviewed: 14/08/2019 

To be reviewed: 14/08/2020 Signed:  
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Behaviour and anti bullying Management 

 
When children attend Smartkidz Play and Learn children come in with a clean slate, regardless 
of any behavioral issues during the school day or at home. Any concerns, behavioral issues or 
incidents that have happened during the school day should be passed on to the club play 
leader to help with understanding how the child may be feeling, however this must be done 
confidentially without the child being aware of these conversations. No sanctions for this 
behavior should be completed at Smartkidz and all staff and parents must be aware that the 
child has come in with a clean slate. 

Our Club recognises the importance of positive and effective behaviour management strategies in 
promoting children’s welfare, learning and enjoyment.  

The aims of our Behaviour Management policy are to help children to  
• Develop a sense of caring and respect for one another. 

• Build caring and co-operative relationships with other children and adults. 

• Develop a range of social skills and help them learn what constitutes acceptable behaviour. 

• Develop confidence, self-discipline and self-esteem in an atmosphere of mutual respect and 
encouragement. 

Behaviour Management Strategies 
The Club, the Manager and the staff team will manage behaviour according to clear, consistent and 
positive strategies. Parents/carers are encouraged to contribute to these strategies, raising any 
concerns or suggestions. 
Behaviour management in the Club will be structured around the following principles: 

• Staff and children will work together to establish a clear set of ‘ground rules’ governing all 
behaviour in the Club. These will be periodically reviewed so that new children have a say in 
how the rules of the Club operate. 

• The Club’s ‘ground rules’ will apply equally to all children and staff and will be on display for 
staff, Children and parents/carers to view. 

• Positive behaviour will be reinforced with praise and encouragement.  

• Challenging behaviour will be addressed in a calm but assertive manner. In the first instance, 
staff will try to re-direct children’s energies by offering them alternative and positive options. 
Staff will be open in stating and explaining non-negotiable issues. 

• When dealing with challenging behaviour, staff will always communicate in a clear, calm and 
positive manner.  For those children who need support in order to behave in an appropriate 
manner, staff will investigate strategies and offer consistent care whilst at the club.  

• Staff, Parents/carers will make every effort to set a positive example to children by behaving 
in a friendly and tolerant manner themselves, promoting an atmosphere where children and 
adults respect and value one another.  

• Staff, Parents/Carers will avoid shouting at work. 

• Staff will facilitate regular and open discussions with children about their behaviour. This will 
help them to understand the inappropriate aspects of their behaviour and enable them to 
have their say and be helped to think through the causes and effects of their actions. 

• Staff will work as a team by discussing incidents and resolving to act collectively and 
consistently. 

• Staff will try to discuss concerns confidentially with parents/carers at the earliest possible 
opportunity in an attempt to help identify the causes of inappropriate behaviour and share 
strategies for dealing with it. 

• Children who experience bullying, racism or other unacceptable behaviour will be given the 
confidence to speak out 

• Staff will encourage and facilitate mediation between children to try to resolve conflicts by 
discussion and negotiation. 
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• The play space will be well resourced and planned to meet the needs of the children and 

young people and therefore offering a variety of play opportunities. 

• Parents are expected to complete a parent contract, which is within the welcome pack, stating 
the expectation of parents and carers behavior. 

Dealing with Inappropriate Behaviour 
When confronted with negative behaviour, staff will be clear to distinguish between ‘disengaged’, 
‘disruptive’ and ‘unacceptable’ behaviour. 
 
‘Disengaged’ behaviour may indicate that a child is bored, unsettled or unhappy. With sensitive 
interventions, staff will often be able to re-engage a child in purposeful activity. 
 
‘Disruptive’ behaviour describes a child whose behaviour prevents other children from enjoying 
themselves. Staff will collectively discuss incidents and agree on the best way to deal with them. 
 
‘Unacceptable’ behaviour refers to non-negotiable actions and may include discriminatory remarks, 
violence, bullying or destruction of equipment. Staff will be clear that consequences will follow from 
such behaviour, including in the first instance, temporarily removing a child from the activity session. 
When an incidence of inappropriate behaviour occurs, staff will listen to the child or children 
concerned and hear their reasons for their actions. If appropriate staff may ask children to write down 
there version of what happened, collate this together, and discuss with parties involved. Staff will then 
explain to the child or children what was unacceptable about their behaviour and that such actions 
have consequences for both themselves and for other people.   
 
Staff will make every attempt to ensure that children understand what is being said to them. Children 
will always be given the opportunity to make amends for their behaviour and, unless it is judged 
inappropriate, be able to re-join the activity.  Consideration will be given to the child or young person’s 
individual needs.  Every effort will be made to communicate in the most appropriate manner in order 
to assist in an improvement in behaviours. 
Children who need help in order to behave in an appropriate manner will be given support and 
consistent strategies to address the matter.  Staff will seek appropriate training in order to reflect upon 
the triggers and effects for some children who find some aspects of the play environment stressful. 
Children that we identify may have these needs have a “passport” which explains the child’s likes, 
dislikes, what makes them happy/angry and how to deal with these behaviours positively.  
In the event that unacceptable behaviour persists, more serious actions may have to be taken, in 
accordance with the Suspensions and Exclusions policy. At all times, children will have explained to 
them the potential consequences of their actions.  
It is recognised that an incident of unacceptable behaviour is a stressful situation for staff and children 
alike.  However, staff will be aware of that there is also a need to be mindful of confidentiality and will 
only discuss such incidents on a ‘need to know’ basis.  Where causes of incidents suggest possible 
abuse, child protection procedures will be followed.  
 
The Use of Physical Interventions 
Physical intervention may be recognised as part of a Individual care plan and training will sought. 
Staff will use physical interventions only as a last resort and only then if they have reasonable 
grounds for believing that immediate action is necessary to prevent a child from significantly injuring 
themselves or others or to prevent serious damage to property.  
Before reaching this stage, staff will have used all possible non-physical actions, such as dialogue 
and diversion, to deal with the behaviour. The child or children concerned will be warned verbally that 
physical intervention will be used if they do not stop. 
A dialogue will be maintained with the child or children at all times, so that the member of staff can 
explain what they are doing and why they are doing it. Staff will make every effort to avoid the use of 
physical interventions if they are alone with the child or children. 
Only the minimum force necessary to prevent injury or damage should be applied. For example by 
diverting a child or children by leading them away by a hand or by an arm around their shoulders. 
Staff will use physical intervention as an act of care and control and never punishment. Physical 
interventions will not be used purely to force a child to do what they have been told and when there is 
no immediate risk to people or property. 
As soon as it is safe, the physical intervention should be gradually relaxed to allow the child or 
children to regain self-control. 
The force of the physical intervention will be always appropriate to the age, size and strength of the 
child or children involved.  
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If staff are not confident about their ability to contain a particular situation or type of behaviour, 
consideration will be given to calling the Manager or, in extreme cases, the police. 
Where a member of staff has had to intervene physically to restrain a child, the Manager will be 
notified and the incident recorded in the Incident Record Book. The incident will be discussed with the 
parent/carer at the earliest possible opportunity.  
If a staff member commits any act of violence or abuse towards a child at the Club, serious 
disciplinary action will be implemented, according to the provisions of the Staff Disciplinary 
Procedures Policy. 

 

 

• Staff to attend behaviour management courses where appropriate. 

• The committee/manager will review the incident records and will liaise with the club’s 
play leader regarding behaviour. The manager will write to the parents when it is felt 
appropriate. Please refer to suspensions and exclusions policy. 

• How parents are informed and consulted. 

• Open communication and co-operation between staff and parents/carers 

• Behaviour management plans, including risk assessment 

 

Anti-Bullying  

Our Club is committed to providing an environment for children that is safe, welcoming and 
free from bullying. Bullying of any form is unacceptable in our Club, whether the offender is a 
child or an adult. The victim is never responsible for being the target of bullying. 

Everyone involved in the club, staff, children and parent/carers, will be made aware of the Club’s 
stance towards bullying. Such behaviour will not be tolerated or excused under any circumstances. 
The Club defines bullying as the repeated harassment of others through emotional, physical, verbal or 
psychological abuse. Examples of such behaviour are as follows: 
Emotional: Being deliberately unkind, shunning or excluding another person from a group or 
tormenting them. For example, forcing another person to be ‘left out’ of a game or activity, passing 
notes about others or making fun of another person. 
Physical: Pushing, scratching, spitting, kicking, hitting, biting, taking or damaging belongings, tripping 
up, punching or using any other sort of violence against another person. 
Verbal: Name-calling, put-downs, ridiculing or using words to attack, threaten or insult. For example, 
spreading rumours or making fun of another person’s appearance.  
Psychological: Behaviour likely to instil a sense of fear or anxiety in another person. 
 
Preventing Bullying Behaviour 
The Manager and the staff will make every effort to create a tolerant and caring environment in the 
Club, where bullying behaviour is not acceptable. Staff will discuss the issues surrounding bullying 
openly, including why bullying behaviour will not be tolerated and what the consequences of bullying 
behaviour will be.  
 
Dealing with Bullying Behaviour 
Despite all efforts to prevent it, bullying behaviour is likely to occur on occasion and the Club 
recognises this fact. In the event of such incidents, the following principles will govern the Club’s 
response: 

• All incidents of bullying will be addressed thoroughly and sensitively.  

• Children will be encouraged to immediately report any incident of bullying that they witness. 
They will be reassured that what they say will be taken seriously and handled carefully. 

• Staff have a duty to inform the Manager if they witness an incident of bullying involving 
children or adults at the Club. 

• If a child or a member of staff tells someone that they are being bullied, they will be given the 
time to explain what has happened and reassured that they were right to tell. 

• The individual who has been the victim of bullying will be helped and supported by the staff 
team. They will be kept under close supervision and staff will check on their welfare regularly. 
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• In most cases, bullying behaviour can be addressed according to the strategies set out in the 

Behaviour Management policy. The bully will be encouraged to discuss their behaviour and 
think through the consequences of their actions. Where appropriate, they will be encouraged 
to talk through the incident with the other person concerned.  

• Where bullying behaviour persists, more serious actions may have to be taken, as laid out in 
the Suspensions and Exclusions policy. 

• A member of staff will inform the parents/carers of all the children involved in a bullying 
incident at the earliest possible opportunity. If appropriate, staff will facilitate a meeting 
between the relevant parents/carers. At all times, staff will handle such incidents with care 
and sensitivity. 

• All incidents of bullying will be reported to the Manager and will be recorded in the Incident 
Record Sheet. In the light of reported incidents, the Manager and other relevant staff will 
review the Club’s procedures in respect of bullying. 

 

Points to Consider 

Bullying 

• Staff are aware of children’s location and activities. 

• Encourage positive behaviour with all children. 

• Ensure staff training is relevant and kept up to date. 

• Counter bullying incidents at every opportunity. 

• Why may the bully be behaving in such a way?   

• What support will be offered to the bully and their family? 

 

Aggressive Behaviour for adults. 
 

Smartkidz Play and Learn does not tolerate from any person, whether a parent, carer or visitor: 
bullying; aggressive, confrontational or threatening behaviour; or behaviour intended to result in 
conflict. Our Club is a place of safety and security for the children who attend and for the staff who 
work here.  

Unacceptable behavior 
Unacceptable behavior includes, but is not limited to, the following:  
• Shouting at members of staff, whether in person or over the telephone 
• Physically intimidating a member of staff, eg standing too close or blocking their exit 
• Using aggressive or abusive hand gestures, eg shaking a fist towards another person 
• Any other threatening behaviour, both physical and verbal 
• Swearing 
• Physical violence: pushing, hitting, slapping, punching or kicking 
• Spitting 
• Racist or sexist or otherwise abusive comments. 

At Smartkidz Play and Learn we do not tolerate such behavior whether it is directed at the staff or at 
any of the children in our care. 

Procedure 
If a parent, carer or member of the public behaves in an unacceptable way towards a member of staff 
or a child attending the Club, we will take the following steps: 
• In order to ensure the safety of the children and to limit possible distress, we will remove them 

from the vicinity of the incident.  
• The manager or senior member of staff will seek to resolve the situation through calm discussion.  
• If the individual wishes to make a complaint we will encourage them to follow the Club’s 

Complaints procedure, or to complain directly to Ofsted if they so choose. 
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• If the individual continues to behave in an aggressive and intimidating manner, we will insist that 
they calm down or leave the premises immediately. 

• If the individual refuses to calm down or leave the premises, the manager will contact the police 
without delay. 

When the immediate incident has been resolved, the manager and staff will reflect on the incident, 
and decide whether it is appropriate to ban the individual from the premises for a period of time. The 
decision will take into account both the seriousness of the incident and whether the individual has 
behaved aggressively before.  

If we decide that a ban is appropriate, we will write to the individual concerned to inform them of the 
reasons for the ban and its duration. 
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Child Induction Policy 

When children first join Smartkidz they will be allowed to settle in at their own pace. Staff will support 
in showing them where things are such as where they hang their coats, where to put their lunchboxes 
and where the toilets are. They will then be showed around the club and where things are. 

We encourage parents or carers to visit the premises with their children shortly before they are due to 
start. This gives the children the opportunity to look around the Club and ask any questions. It also 
gives parents the opportunity to complete the necessary paperwork for registration with the Club if this 
has not yet been done and ask any questions they may have. 

If necessary, parents or carers may stay with their children during the first week to help them settle in 
however we feel that this almost prolongs the child in settling with us. 

Induction for new children 

• The new child will be introduced to all members of staff and informed about any other regular 
visitors to the club. 

• EYFS children and their parents will be introduced to their key workers. 
• The Club’s activities, rules and routines, such as snacks, signing in and signing out, will be 

explained. 
• The child will be shown around the Club and told where they can and cannot go. 
• The fire evacuation procedure and the locations of all fire exits will be explained.  
• The child will be introduced to the other children at the Club. 
• Staff will keep a close eye on the new children and will ensure that they are happy and feel 

secure in the club environment. 

If a child seems to be taking an unusually long time to settle in, this will be discussed with their 
parents or carers to see what can be done to make the transition easier. 
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Complaints Policy 

At Smartkidz Play and Learn Ltd we aim to work in partnership with parents to deliver a high quality 
childcare service for everyone. If for any reason we fall short of this goal, we would like to be informed 
in order to amend our practices for the future. Our complaints policy is displayed on the premises at 
all times. Records of all complaints are kept for at least three years. A summary of complaints is 
available for parents on request. 

The manager is usually responsible for dealing with complaints. If the complaint is about the manager, 
the registered person or other senior member of staff will investigate the matter. Any complaints 
received about staff members will be recorded on an Incident log and a Complaints log will be 
completed. Any complaints made will be dealt with in the following manner: 

Stage one 
Complaints about aspects of Club activity: 
• The playleader will discuss the matter informally with the parent or carer concerned and aim to 

reach a satisfactory resolution. 
• This will be passed on to the manager and if any further issues occur then the manager will 

investigate. 

Complaints about an individual staff member:  
• If appropriate the parent will be encouraged to discuss the matter with staff concerned. 
• If the parent feels that this is not appropriate, the matter will be discussed with the play leader 

and/or manager, who will then discuss the complaint with the staff member and try to reach a 
satisfactory resolution. 

Stage two 
If it is impossible to reach a satisfactory resolution to the complaint through informal discussion, the 
parent or carer should put their complaint in writing to the manager. The manager will: 
• Acknowledge receipt of the letter within 7 days. 
• Investigate the matter and notify the complainant of the outcome within 28 days. 
• Send a full response in writing, to all relevant parties, including details of any recommended 

changes to be made to the Club’s practices or policies as a result of the complaint. 
• Meet relevant parties to discuss the Club’s response to the complaint, either together or on an 

individual basis. 

If child protection issues are raised, the manager will refer the situation to the Club’s Child Protection 
Officer, who will then contact the Local Authority Designated Officer (LADO) and follow the 
procedures of the Safeguarding Children Policy. If a criminal act may have been committed, the 
manager will contact the police.  

Making a complaint to Ofsted 
Any parent or carer can submit a complaint to Ofsted about Smartkidz Play and Learn Ltd at any time. 
Ofsted will consider and investigate all complaints. Ofsted’s address is: Ofsted, Piccadilly Gate, Store 
Street, Manchester M1 2WD 

Telephone:  0300 123 1231 (general enquiries) 
0300 123 4666 (complaints) 
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Confidentiality Policy 

At Smartkidz Play and Learn Ltd we respect the privacy of the children attending the Club and the 
privacy of their parents or carers. Our aim is to ensure that all those using and working at Smartkidz 
Play and Learn Ltd can do so with confidence. 

We will respect confidentiality in the following ways: 

• Parents can ask to see the records relating to their child, but will not have access to information 
about any other children. 

• Staff only discusses individual children for purposes of planning and group management. 

• Staff are made aware of the importance of confidentiality during their induction process. 

• Information given by parents to Club staff will not be passed on to third parties without permission 
unless there is a safeguarding issue (as covered in our Safeguarding Policy). 

• Concerns or evidence relating to a child’s safety will be kept in a confidential file and will not be 
shared within the Club, except with the designated Child Protection Officer and the manager. 

• Issues relating to the employment of staff, whether paid or voluntary, will remain confidential to 
those making personnel decisions. 

• Confidential records are stored securely in a lockable file.  

• Students on work placements and volunteers are informed of our confidentiality policy and are 
required to respect it. 

• If confidential forms are taken to the forest area they will be kept in a folder within the designated 
bag and stay with the leading staff member or within a designated safe area near the leader. 
These forms will then be placed back into the clubs lockable cabinet when the session has 
finished.  

Sharing information with outside agencies 

We will only share information with outside agencies on a need-to-know basis and with consent from 
parents, except in cases relating to safeguarding children or criminal activity. If we decide to share 
information without parental consent, we will record this in the child’s file, clearly stating our reasons.  

We will only share relevant information that is accurate and up to date. Our primary commitment is to 
the safety and well-being of the children in our care.   

Data Protection Act 

We comply with the requirements of the Data Protection Act 1998, regarding obtaining, storing and 
using personal data. 
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Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2014): 
Safeguarding and Welfare Requirements: Information and records [3.68 -3.70] 
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Dangerous Plants Policy 

 

Smartkidz Play and Learn Ltd recognises that many plants are poisonous if eaten or capable of 
causing allergic reactions if handled. Accordingly, no plants on the list of the dangerous plants shown 
below are allowed on the premises without first conducting a risk assessment to review the degree of 
risk posed to the children. 

The outside play area at the Club has also been checked for the dangerous plants listed below. 
Where a potentially dangerous plant exists and we are unable to remove it, we have conducted a risk 
assessment which takes into account: 

• the ages and maturity of the children 
• the degree of supervision required 
• whether we need to restrict access to affected areas 
• How children with allergies might be affected. 

The following is a list of the most commonly found plants that staff should be aware of as posing a 
possible hazard. Note that this list is not fully comprehensive. 
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Common name Latin name Harmful 

Indoor Plants  

Angels' Trumpets  (Brugmansia or Datura)  E 

German Primula  (Primula Obconica)  T 

Lantana  (Lantana)  E / T 

Leopard Lily  (Dieffenbachia)  E / T 

Oleander  (Nerium Oleander)  E 

Rosy Periwinkle  (Catharanthus Roseus)  E 

Umbrella Tree  (Schefflera)  T 

Bulbs eg Daffodils & Hyacinths  (Narcissus) (Hyacinthus)  E / T 

Cut flowers eg Daffodils, Monkshood, Mistletoe  (Narcissus) (Aconitum) (Viscum Album) E / T 

Garden Plants  

Autumn Crocus  (Colchicum Autumnale)  E 

Castor Oil Plant (Ricinus Communis) E / T 

Foxglove  (Digitalis Purpurea)  E 

Freemontodendron  (Fremontodendron)  T 

Ivy (Hedera Helix)  E / T 

Laburnum (Laburnum Anagyroides)  E 

Leyland Cypress  (X Cupressocyparis)  T 

Lily-of-the-Valley (Convallaria Majalis)  E 

Lupins  (Lupinus)  E 

Mezereon  (Daphne Mezereum)  E / T 

Monkshood  (Aconitum Napellus)  E / T 

Pokeweed  (Phytolacca)  E / T 

Rue  (Ruta Graveolens)  T 

Spurge (Euphorbia) E / T 

Yew  (Taxus Baccata)  E 

Wild and native plants 

Black Bryony  (Tamus Communis)  E 

Black Nightshade  (Solamum Nigrum)  E 

Cherry Laurel  (Prunus Laurocerasus)  E 

Deadly Nightshade  (Atropa Belladonna)  E 

Giant Hogweed  (Heracleum Mantegazzianum)  T 

Hemlock  (Conium Maculatum)  E 

Hemlock Water Dropwort  (Oenanthe Crocata)  E 

Horse Chestnut  (Aesculus Hippocastanum)  E 

Lords-and-Ladies  (Arum Maculatum)  E 

Mistletoe (Viscum Album) E 

Snowberry (Symphoricarpos Albus)  E 

Wild Privet  (Ligustrum Vulgare)  E 

Woody Nightshade  (Solanum Dulcamara)  E 
 
Key: E = Harmful if eaten, T = Harmful if touched 
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GDPR- Documentation and Information 

 
The data protection lead for Smartkidz Play and Learn is Adam Smart. All staff are aware of GDPR 
and are expected to do all they can in keeping documentation and personal records safe while in the 
setting. 

The Club recognises the importance of maintaining up to date and accurate records, policies 
and procedures necessary to operate safely, efficiently and in accordance with the law. 

The Club is also aware of its obligations with regard to the storing and sharing of information under 
GDPR, and is committed to complying with its regulations and guidance. The Manager and staff are 
aware of the implications of the Data Protection Act 1998 in so far as it affects their roles and 
responsibilities within the Club.  
The Club is committed to a policy of openness with parents/carers with regard to its policies and 
procedures and the information that the Club holds on their child. Records and information will be 
made available to parents/carers on written request unless subject to an exemption. If for any reason 
a request is going to be refused, then this decision, and an explanation, will be communicated in 
writing. (Please see Data Protection policy) 
Information and records held on children will be kept in a locked file, access to which will be restricted 
to the Manager and members of staff where necessary. Systems are in place to safeguard 
confidential information kept on computer. 
The Manager has overall responsibility for the maintenance and updating of children’s records and 
ensuring that they are accurate. Registration and medical forms will be renewed when information 
changes and generally on an annual basis. 
The club will keep records about the children. These include 

• Medical forms 

• Accidents and incident log 

• Medicine forms 

• Registration forms 

• Allergy Management plan 

• Care Plans 

• Any other information relating to the child deemed by staff or parents/carers to be relevant 
and significant. 

• Log of concern – where appropriate 

• Permission for the use of photographs 

• Permissions for some activities 

Additionally, and in accordance with our policies and procedures, the following records and 
information will be stored and maintained by the Club: 
Staff 

• Evidence of Criminal Records Bureau check i.e. disclosure number 

An up to date record of all the staff, students and volunteers who work at the Club, including: 

• Application forms and references 

• Copies of certificates of relevant training and qualifications 

• Emergency contact numbers 

• Up to date name; address; telephone number 

• Employment details. 

• Any other information (such as Personal Development Plans) during their time spent working 
at the Club. 

Documents and Records 
• A comprehensive set of policies and procedures required by the National Day Care Standards 

that are reviewed when appropriate 
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• A Self Evaluation Form completed and contributed to by all staff. (beyond quality folder) 

• A record of any other individuals who reside at, or regularly visit/spend time at the Club, 
including their contact details. 

• Visitors book 

• The daily attendance registers 

• An up to date waiting list with details of all children waiting for a place at the Club. 

• Records of any medication being held by staff on behalf of children, along with the signed 
Medication Form. 

• Records of signed Emergency Medical Treatment Forms, giving parental authorisation for 
staff to consent to emergency treatment for children (in accordance with the Health, Illness 
and Emergency policy). Within registration form. 

• Provider Complaints Log completed by the manager and details of any complaints made. 

• Registration Certificate 

• Insurance certificate and information 

• Accident and Incident Record Sheets. 

• Fire Drill Log 

• Risk assessments and Daily Health and Safety Checks 

Notification of Changes to Ofsted 
The Club recognises its responsibilities in keeping children, parents/carers, staff and Ofsted informed 
of any changes to the running or management of the Club that will directly affect them.  
Wherever possible, if changes are to be made affected parties will be given as much warning as 
possible. In the case of proposed changes that are of considerable scope or importance, the Club will 
facilitate consultation with the affected groups or individuals.  
In the following cases, it is mandatory for the Club to inform Ofsted at the earliest possible 
opportunity:  

• Any change in Management or appointed person and people living on the premises.  

• Any significant change to the premises.   

• Any allegation of abuse by a member of staff or volunteer or any abuse, which is alleged to 
have taken place on the premises.  

• Change of name or address 

• Change in the hours the club operates. 

• Any other significant events.  

All documentation is kept secured and locked away and is only kept for the necessary amount of time 
needed. 

Any documentation with personal details on them must be stored away in a locked cupboard or filing 
cabinet. Any information on staff that is on show must have consent from the individual involved i.e. 
First aid certificates on show. 

 

Documentation on children and staff will only be kept for as long as necessary and will be destroyed 
when this is no longer needed to be held within the company. 

Regular checks on documentation is completed within the setting and a GDPR audit is completed 
annually or when the management feel that this should be done, for example, change of staff. 

 

EYFS- Early Years Foundation Stage 

During a child’s first year at school we work closely with the early years teachers to support them with 
the children’s progress. Information may be shared regarding observations we have made of what the 
the children do. Teachers will speak to us regarding the child’s development and how we can support 
including focus we can observe in club that teachers may struggle to see within the classroom. Any 
safeguarding concerns staff will follow our safeguarding policies and procedures. 



Smartkidz Play and Learn Policies and procedures 
 

 

During visits or outings. 

During visits and outings, necessary documentation will be taken, however staff will do what they can 
to make sure that any personal data being taken out of club is kept to a minimum, a visit and outings 
form will be completed that includes the following: 

- No information on the setting, address or company details is on the form. 

-A register that consists of a child’s first name and first letter of their last name only. 

-Medical and dietary information will be taken with child’s first name and first letter of last name only. 

- One contact number for each child will be taken only and if there is no contact from this number the 
leader of the group will contact someone from this office to organise other contacts being called. 

 

All information will be kept with the senior member of staff of that club and not on show. 

 
Emergency contact details 
 
The club will keep an up to date copy of the emergency contact details of the children and staff 
OFF SITE so that they can be accessed in the case of an emergency. Details should be kept 
secure. 
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Early Years Foundation Stage Policy 

 
Smartkidz Play and Learn Ltd is committed meeting the requirements of the Statutory Framework for 
the Early Years Foundation Stage 2014 (EYFS). EYFS applies to all children from birth through to the 
end of their reception year. More information about EYFS is available from the Department for 
Education’s website. 

Smartkidz offers a child-led environment which follows the Playwork Principles and uses the PARS 
model of playwork practice. This means that for the majority of time when they are with us, children 
choose how to occupy their own time and are never forced to participate in any particular activity. 
EYFS observations are done where needed, although this will NEVER interfere with the child’s play. 

The designated EYFS coordinator at the Club is responsible for: 

• Identifying EYFS children when they join the Club, and informing the other staff 
• Determining the primary EYFS provider (typically, the school) for each child 
• Assigning a key person for each EYFS child. 
• Implementing a EYFS booklet, which includes an all about me, settling in questionnaire, 

observations for a termly next step (provided by parent or school) 
• Agreeing information sharing policies with the primary EYFS provider and gaining parental 

consent for this where necessary 
• Liaising with the primary EYFS provider to discuss what support the Club offers to EYFS children 

We recognise the four overarching principles of EYFS and this is how they implemented within 
Smartkidz settings: 

• A Unique Child: At Smartkidz, children make decisions about how they want to play, who they 
want to play with and how long to play for. This means that each child is able to follow their own 
interests in their own way and at their own pace and develop their own unique interests.  

• Positive Relationships: Children learn to be strong and independent through positive 
relationships. We help children to develop positive relationships by enabling them to chose who 
they play with at any given time. Children are encouraged to develop social skills in negotiating 
and resolving their own difficulties whenever possible, with additional adult support when 
necessary.  

• Enabling Environments: At Smartkidz we use environmental modification to ensure that 
children’s play needs are consistently met. We regularly review our resources and practice to 
ensure that children have the space and materials to meet their own play needs. 

• Children develop and learn in different ways and at different rates. We believe that children 
learn best through their self-directed discoveries through play. We therefore use PARS practice to 
enable children to explore their own play ideas in their own way at their own pace.  

 

How we help early years children in their first year at Smartkidz and support the school with 
the EYFS children. 

Prior to them attending school. 

• New intake for the following September is offered a free taster session at Smartkidz Play and 
Learn during the summer school holiday. This allows the child to meet some staff that work 
within the school, get to know parts of the school in a fun and playful environment and 
become familiar and making friendships with children throughout the year groups. 

• In summer term 2, they start a welcome pack is sent out to all parents (contents stated in 
admissions policy). 

• A senior manager of staff will present at the parents information evening for new families to 
discuss the running of the 

• Smartkidz encourage parents to book their child into the Summer Playscheme to help build 
their confidence within the school before they start in September. 
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Once the children have started 

• Child’s keyworker shows them around the club, shows them where to put the things, helps 
build friendships and builds their confidence and independence in choosing activities, pouring 
their own drinks etc... 

• After a couple of weeks of attending, a “How is your child settling in” questionnaire will be sent 
to parents to complete and send back to us. 

 

Data sharing for EYFS children 

Please see or GDPR- Documents and information policy. 
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Emergency Evacuation/Closure Procedure 
 
Smartkidz Play and Learn Ltd will make every effort to keep the Club open, but in exceptional 
circumstances, we may need to close at short notice.  

Possible reasons for emergency closure include: 

• Serious weather conditions  
• Heating system failure 
• Burst water pipes 
• Fire or bomb scare/explosion 
• Death of a member of staff or child 
• Assault on a staff member or child  
• Serious accident or illness 
 
In the event of an emergency, our primary concern will be to ensure that both children and staff are 
kept safe. If it is necessary to evacuate the Club, the following steps will be taken: 

• If appropriate the manager or session supervisor will contact the emergency services.  
• All children will be escorted from the building to the assembly point using the nearest safe exit. 
• No attempt will be made to collect personal belongings, or to re-enter the building after 

evacuation. 
• A nominated member of staff will check the premises and will collect the register (including 

emergency contact details) providing that this does not put anyone at risk. 
• Before leaving the building the nominated person will close all accessible doors and windows, if it 

is safe to do so.  
• The register will be taken and all children and staff accounted for.  
• If any person is missing from the register, the emergency services will be informed immediately.  
• The manager will contact parents to collect their children. If the register is not available, the 

manager will use the emergency contacts list (which is kept off site). 
• All children will be supervised until they are safely collected.  
• If after every attempt, a child’s parent or carers cannot be contacted, the Club will follow its 

Uncollected Child procedure. 
 
Emergency Shutdown  
 

Smartkidz Play and Learn will make every effort to keep the Club open, but in exceptional 
circumstances, we may need to close at short notice. This decision will not have been 
taken lightly and may well have been determined by an external body such as the local 
authority. Should this situation arise, we will make every effort to minimise the 
inconvenience, to staff, children and parents, and will aim to re-open as soon as is 
practicable. 

Possible reasons for emergency shutdown of the Club include, but are not limited to: 

• Serious weather conditions  
• Heating system failure, burst water pipes, or loss of power supply 
• Fire or bomb scare/explosion 
• Death, or serious accident or illness, of a member of staff or child 
• Assault on a staff member or child  
• Directive by government agency (eg health authority, environment agency, security 

services, etc) 
 
Should we need to evacuate the premises whilst the Club is in session, we will follow our 
Emergency Evacuation procedure. 
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Notifying parents of closure 

If the Club is forced to close at short notice the Manager will use the emergency contact 
details we have on file to notify parents as soon as possible by email or by phone To 
ensure that all parents receive the information, we will post a notice on the main 
Smartkidz entrance door of the Club premises. In addition, we will notify the feeder 
schools, and ask that they display a notice informing parents of the closure and send a 
message via parent mail (or other parent communication system that the school may use. 
 
If the Club has been forced to close for a specific period of time, we will also inform 
parents of the planned date for reopening. 

Session fees 
There will be no refund of fees if the Club closes for a one-off short-term incident eg a 
snow day.  
 
In the event of a prolonged forced closure, we must ensure that the Club remains 
financially viable. We have fixed costs which continue even when the club is closed. If the 
closure is forced by an event that is covered by our insurance, we will not charge for 
sessions when we are closed. Unfortunately, not all events can be insured against, so in 
situations that are not covered by our insurance we must still charge full fees.  

Related documents 

Emergency Evacuation procedure, Admissions and Fees policy 
 
 
If the Club has to close, even temporarily, or operate from alternative premises, as a result of the 
emergency, we will notify Ofsted.   
 
Ofsted’s address is: Ofsted, Piccadilly Gate, Store Street, Manchester M1 2WD 
Telephone: 0300 123 1231  
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Environmental Policy 

Smartkidz Play and Learn Ltd is committed to the protection of the environment through reducing 
pollution, emissions and waste as follows; 

• We re-use and recycle our waste material as ‘loose parts’ play materials wherever possible. 
• Where waste materials present an unacceptable risk for use by children in their play, we use the 

school’s recycling bins whenever possible. 
• We switch off lights when not in use. 
• We turn off electrical equipment at the power source when not in use.  
• We turn off taps after use and do not waste water. 
• We do not drop litter. 
• We plan our outings to minimise vehicle use and use public transport whenever possible. 
• We promote using the outdoors throughout the year and believe that this helps children to respect 

the environment. 
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Fire Safety and Risk Assessment 

Smartkidz Play and Learn Ltd understands the importance of fire safety and adhere to the following to 
keep the children safe within our care: 

• Staffs are aware of the location of all fire exits, the fire assembly point and where fire safety 
equipment is stored. 

• Children are introduced to the fire safety procedures during their settling in period and through 
regular fire drills. 

• Fire drills are conducted at least once a half term or whenever new staff or children join the 
club.In the event where a high amount of new children are starting the club i.e. during summer 
playscheme, fire drills will be done on a more regular basis to ensure that the majority of the new 
children take part. 

• All children are shown the location of fire exits and the fire assembly point. 
• Fire doors and fire exits are clearly marked, are not obstructed at any time and are easily opened 

from the inside. 
• Fire doors are kept closed at all times but never locked while the room is in use. 
• Fire extinguishers, fire alarms and smoke alarms are regularly tested in accordance with 

manufacturer’s guidance, which is the responsibility of the school. 
• All fire drills are recorded in the Fire Drill Log. 
• The Club has notices explaining the fire procedures, which are positioned next to every fire exit. 
• Staff are aware of the rules and procedures when a campfire is being lit and used. 
• All fires created are inside the fire circle or if fire lighting activities are outside the fire circle 

children will be told the boundaries of this activity. Trained leaders will make sure the fire is put 
out an cleared away correctly. 

Fire prevention 

The Club will take all steps possible to prevent fires occurring by: 

• Ensuring that power points are not overloaded with adaptors. 
• Ensuring that the Club’s No Smoking policy is adhered to. 
• Checking for frayed or trailing wires. 
• Checking that fuses are replaced safely. 
• Unplugging necessary equipment before leaving the premises. 
• Storing any potentially flammable materials safely. 
• Only trained staff will lead fire lighting activities outside. 

In the event of a fire 

• A member of staff will raise the alarm and call the emergency services. 
• The children will immediately be escorted out of the building to the assembly point using the 

nearest marked exit.  
GIRTON- Key stage 1 playground near. 
HADDENHAM- Main sports field. 
RIDGEFIELD- Main playground 
MAYFIELD- Main playground 
• Staff members working outside with children will gather the children and lead them to the 

assembly point. 
• No attempt will be made to collect personal belongings, or to re-enter the building after 

evacuation. 
• The Fire Safety Officer will check the premises and the register will be collected, providing that it 

is safe to do so.  
• The Fire Safety Officer will close all doors and windows to prevent the spread of fire when they 

leave the building if it is safe to do so. 
• The register will be taken and all children and staff accounted for.  
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• If anyone is missing from the register, the emergency services will be informed.  
• If the register is not available the manager will use the emergency contacts list (which is kept off 

the premises) to contact parents or carers. 
• If the Fire Safety Officer is not present at the time of the incident, the manager will assume 

responsibility or nominate a replacement member of staff. 

Responsibilities of the Fire Safety Officer 

The Club’s Designated Fire Safety Officer is Adam Smart. The Fire Safety Officer is responsible for 
carrying out the fire safety risk assessment and for ensuring that all staff are made aware of fire safety 
procedures during their Induction period.  

The Regulatory Reform (Fire Safety) Order 2005 requires that a fire safety risk assessment is 
undertaken for the workplace based on The Department of Communities and Local Government’s 5 
step guide: https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/14899/fsra-
5-step-checklist.pdf. The risk assessment should cover: 

• Identifying potential fire risks 
• Identifying people at risk 
• Evaluating the risks arising from the hazards identified and the means of minimising those risks 
• Recording the hazards, preparing a fire prevention plan and sharing these with other members of 

staff 
• Reviewing the fire safety risk assessment on a regular basis. 

The Fire Safety Officer should liaise with the local Fire and Rescue Service for further advice and 
should ensure that Emergency Contact details are recorded at the front of the register and a copy 
stored off premises. 

 

Use of fires 
 

During Smartkidz we will teach the children fire lighting as well as how to cook on a campfire. We 
believe these are important skills to learn and help children gain confidence and self esteem. 

 
When a fire is being lit, the club leaders will lead the operation and all staff attending will be given a 

brief before hand. The fire safety equipment will be positioned within the fire circle with the “fire safety 
tub”. The fire will NOT be left unattended and there will always be 2 members of staff around the fire 

circle until the club leader feels the children have a good understanding of fire safety. When the 
session is finished the fire will be put out completely and only when it is cooled can it be left 

unattended. 
 

What is in the fire safety tub? 
• Burns kit. 
• Fire blanket. 
• Fire retardant gloves. 
• Large bottle of water. 
• First aid kit. 

 
 
 
 
The fire circle 
Our fire circle is situated just outside of the woodland area on a cleared area of mud.  
The fire circle is cleared as best can be of foliage and flammable materials that are not wanted around 
the area to lower the risk of fire spreading. 
 
The fire circle has an entrance and a separate exit and children are not allowed to walk around within 
the fire circle to lower congestion and risk of trips and falls near the fire. Clear rules of the fire circle 
are put in place and explained to the children before the fire is lit and children have a chance to ask 
questions that they may have. 
 
If children are given permission to approach the fire pit they must use the respect position (kneeling 
down on one knee for better balance).  
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Making their own fires 
Children will be given the opportunity to learn how to use methods of fire lighting and create their own 
fires. This will be the professional decision of the club leader to decide when the children are 
competent and responsible enough to do this. 
When children create their own fires they will be in groups. Ratios of staff to children will be decided 
depending on group ability and experience. 
Children will be expected to create their own temporary fire area and able to remove evidence of 
temporary fire areas. 
 
Cooking on the fire 
During forest school there will be times where we cook outside. Children will be involved in the 
preparation and cooking of the food. Clear, safety instructions will be given to the children and it will 
be to the discretion of the club leader what is cooked for the ability and experience of the group.   
Children will be expected to wear appropriate PPE clothing for this. 
 
The children, while supervised by the club staff, will put out all fires at the end of a forest school 
session using our “Putting out the fire” procedure. 
 
Putting out the fire procedure 
 

-‐ First the fore will be supervised until it has died down, no flames, where possible. 
-‐ Water will then be added to the fore area starting from the outside and working its way into 

the middle of the fire area. 
-‐ Using a stick the water should be moved around the fire area until it has been completely put 

out (no smoke). 
-‐ The club leader to make sure it is still not hot before it is left. 
-‐ If it is a temporary fire site then the logs will be removed and stored and the left over fire 

charcoal will be thrown into the forest area. 
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Healthy Eating Policy 

Smartkidz Play and Learn provides healthy, nutritious and balanced food and drinks. Food and drink 
are safely prepared with regard to the dietary and religious requirements of the children in our care. 
We ask parents to notify us regarding any special dietary requirements or allergies when they register 
their child. It is the responsibility of the parent to update us if anything changes regarding their 
children’s dietary requirements after registering. 

Information regarding food allergies is recorded on the Allergy Information Board which is visible to 
staff whilst food is being prepared. 

Smartkidz Play and Learn promotes healthy eating and leads by example. Staff responsible for food 
preparation, handling and storage have completed online level 2 food hygiene training.. 

• We provide suitable healthy snacks for all the children. 

• Snack should be rolling for a certain time period allowing children to come and eat when they are 
ready. 

• All children are given plenty of time to eat. 

• Where appropriate, children are involved in planning and preparing food and snacks. 

• Fresh drinking water is available at all times. 

• Fresh fruit is available at all sessions. 

• Withholding food is never used as a form of punishment. 

• Sweet treats are used within club however not on a regular occurrence. 

• We limit access to fatty or sugary foods. 

• Children are never forced to eat or drink anything against their will. 

 
As part of our club ethos to promote the outdoors, Smartkidz often do outdoor cooking activities on a 
campfire. When organising these cooking activities, Smartkidz still takes into account the healthy 
eating policy. 
 
Snack is optional for children to have and if children do not want snack then that is the choice of the 
child. 
Snack within club should NOT be substitute to a main meal. 
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Illness and Accidents 

 
At Smartkidz Play and Learn Ltd we will deal promptly and effectively with any illnesses or injuries 
that occur while children are in our care. We take all practical steps to keep staff and children safe 
from communicable diseases. 
 
All parents or carers must complete the Medical Form when their child joins the Club (which is part of 
the registration form), requesting permission for emergency medical treatment for their child in the 
event of a serious accident or illness. 
 
We will record any accidents or illnesses, together with any treatment given, on an Incident Record 
or Accident Record book. A slip will be given to parents at the end of the day giving a brief summary 
of the accident and treatment given. 
 
Smartkidz Play and Learn Ltd cannot accept children who are ill. If any children are ill when they first 
arrive at the Club we will immediately notify their parents or carers to come and collect them. Any 
children who have been ill should not return to the Club until they have fully recovered, or until after 
the minimum exclusion period has expired (see table at the end of this policy). 
 
First aid  
All staff have Paediatric first aid or are booked on to do the next available course. Rotas will be 
checked to ensure that there is at least 1 qualified first aider present and available at all times when 
the Club is running, however we strive to make sure all staff are qualified that is in club as soon as 
possible. We will take into account the number of children and layout of the premises to ensure that 
first aiders are able to respond quickly to any incident. 
 
The location of the first aid box and a list of qualified first aiders are clearly displayed at the Club. The 
designated First Aider regularly checks the contents of the first aid box to ensure that they are up to 
date, appropriate for children and comply with the Health and Safety (First Aid) Regulations 1981.  
 
The play leader will ensure that a first aid kit is taken on all outings and that at least 2 members of 
staff on the outing holds a current paediatric first aid certificate. 
 
Procedure for a minor injury or illness 
The first aider at the session will decide upon the appropriate action to take if a child becomes ill or 
suffers a minor injury. 

• If a child becomes ill during a session, the parent or carer will be asked to collect the child as 
soon as possible. The child will be kept comfortable and will be closely supervised while 
awaiting collection. 

• If a child complains of illness which does not impair their overall wellbeing, the child will be 
monitored for the rest of the session and the parent or carer will be notified when the child is 
collected.  

• If a child suffers a minor injury, first aid will be administered and the child will be monitored for 
the remainder of the session where necessary.  

• If necessary, the child’s parent will be asked to collect the child as soon as possible. 
• A call may be made to parents if the injury is such that staff feel that they would like to give 

the parent the option of the child staying in club or be collected. 
 
Procedure for a major injury or serious illness 
In the event of a child becoming seriously ill or suffering a major injury, the first aider at the session 
will decide whether the child needs to go straight to hospital or whether it is safe to wait for their 
parent or carer to arrive. 

• If the child needs to go straight to hospital, we will call an ambulance and a member of staff 
will go to the hospital with the child. The staff member will take the child’s Medical Form with 
them and will consent to any necessary treatment (as approved by the parents on the 
Medical Form).  

• We will contact the child’s parents or carers with all urgency, and if they are unavailable we 
will call the other emergency contacts that we have on file for the child.  
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• After a major incident the manager and staff will review the events and consider whether any 
changes need to be made to the Club’s policies and procedures or risk assessment. 

• We will notify Ofsted in the event of any serious accident or injury to a child in our care as 
soon as reasonably possible and within 14 days at the latest. 

• We will notify HSE under RIDDOR in the case of a death or major injury on the premises (eg 
broken limb, amputation, dislocation, etc – see the HSE website for a full list of reportable 
injuries). 

 
Communicable diseases and conditions 

If a case of head lice is found at the Club, the child’s parents or carers will be discreetly informed 
when they collect the child. Other parents will be warned to check their own children for head lice, but 
care will be taken not to identify the child affected.  
 
If an infectious or communicable disease is detected on the Club’s premises, we will inform parents 
and carers as soon as possible.  
 
If there is an incident of food poisoning affecting two or more children looked after at the Club the 
Manager will inform Ofsted as soon as possible and within 14 days at the latest. 
 
If there is an outbreak of a notifiable disease at the Club, we will inform the local health protection 
unit, HSE under RIDDOR (if appropriate), and Ofsted. 
 
Critical incident procedure 

 
Introduction 

 
Whilst Smartkidz Play and Learn’s policies and procedures are designed to minimise the 
possibility of accidents and critical incidents, we know that, even with the best planning, they 
can happen at any time. Good preparation can reduce the impact of a critical incident and 
enable staff to effectively manage incidents, keeping themselves and the children at the club 
safe.  
 
This set of procedures involves three major categories of incident which we believe 

encompass the most likely incidents which could happen at Smartkidz Play and 
Learn. Clearly, no set of procedures can completely prepare staff for every 
eventuality, however the broad principles which are covered in this document are 
designed to support staff in making critical decisions at difficult times.  

 
The three categories of incident covered in this document are: 
 

• Accidents or sudden illness involving hospitalisation or death (section 2.1) 
• Incidents involving evacuation of the building (section 2.2) 
• Incidents involving taking refuge inside the building (section 2.3) 
 

Missing child procedures are covered in separate documentation. 
 

Procedures 
 
Accidents or sudden illness involving hospitalisation or death 
 
Accidents are a normal part of everyday life. Smartkidz Play and Learn aims to provide a safe 
and caring environment in which children are able to develop their understanding of risk and 
risk management. Risk assessments undertaken at the club minimise the possibility of an 
accident having serious consequences, however we understand the need to prepare for more 
severe outcomes.  
 
Immediately at the time of the incident: 
 

• Carry out first aid and call an ambulance, remembering to tell the operator if the 
injured person is a child. Take no action which would jeopardise your own, or 
another persons, safety. 
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• Clear space by asking a member of staff to take other children to another part of 

the school (eg children could go outside, to the hall or to a nearby classroom). 
 
• One person should collect the child’s registration form or staff information form so 

that they can easily give details to the paramedics. 
 
• If the injured person is a child, parents should be contacted and asked to meet at 

the hospital (unless their location and the estimated time of arrival of the 
ambulance suggest otherwise). If the injured person is a member of staff they 
should be asked if they want anyone called. If they are unconscious, contact the 
next of kin from their information sheet.  

 
• Prepare a member of staff to travel to the hospital with the injured person. They 

may need to give detailed information on the incident so it is important that if a 
member of staff witnessed the incident, they should go. If this is the senior 
member of staff managing the incident, it may be necessary to send someone else 
after careful briefing.  

 
As soon after the incident as possible: 

 
• Consider if extra staff will be needed once the ambulance departs. Contact lists for 

emergency staff must be within club.  
 

• If the manager is not working, contact them to inform them of the incident. 
 
• Make contemporaneous notes about the incident. 
 
• Consider if the incident is likely to attract media interest or have legal implications. 

If this is likely to be the case contact a member of the school management in the 
order Contact details of school senior management must be in club. 

 
Incidents involving evacuation of the building 
 
Incidents which involve evacuation of the building may include fires, chemical or gas leaks or 
incidents which cause structural damage to the building. 
 
Specific Fire procedures are given in our Fire safety and risk assessment policy. 
 
At the time of the incident: 
 

• Evacuate the building quickly and quietly using the fire alarm. Using the fire alarm 
automatically calls the fire service and will also evacuate children and adults who 
may be in other areas of the school and unaware of the incident.  

 
• The member of staff who is working in the Girton breakfast club room should 

collect the day’s register, the members’ contact details, Breakfast club keys and a 
mobile phone if possible.  

 
• Conduct a head count of staff and children 

 
• A member of staff should open the school gates with the keys and wait for the fire 

service, informing them of any missing children on arrival.  
 

As soon after the incident as possible: 
 

• The fire service will investigate the building and declare whether it is safe to re-
enter or not.  

 
• Contact a member of school management in the order. 

 
• If the co-ordinator is not present, contact them to inform them of the incident. 
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• Consider relocating to the recreation ground or pavilion. 

 
• Send children home using the contacts list if it is clear that premises will not be 

available for a significant period of time. 
 

Incidents involving taking refuge inside the building 
 
Incidents which involve taking refuge inside the building could include chemical leaks in the 
area, a person or persons acting suspiciously or aggressively in the playground or the vicinity 
of the school or an aggressive animal in the playground. 
 
At the time of the incident 
 

• Call the children into the building and carry out a headcount.  
 
• Call the police to inform them of the incident if you are in any doubt that they do 

not know. 
 

• Consider whether it is necessary to: 
• close windows (chemical leak, noise which may upset children) 
• pull down the blinds (to help keep children calm) 
• lock the doors (to maintain safety) 
• keep children away from windows (for their safety) 

 
As soon as possible after the incident: 
 

• If the co-ordinator is not at the club, contact them to inform them of the incident. 
 
• Consider if the incident is likely to attract media interest or have legal implications. 

If this is likely to be the case contact Adam Smart or the club playleader. 
 

• Make contemporaneous notes about the incident. 
 
 

General Principles 
 
In any critical incident, try to remember the following general principles: 
 

• Take no action which would jeopardise your own, or another persons, safety. 
 
• There will be times when you need to make quick decisions, but there will also be 

decisions which you can afford time to consider.  
 

• If you are in doubt take action according to the worst outcomes. 
 

• Pass any dealing with the media to the Local Authority representative (either 
education or Care and Education) or school management.  

 
Useful contacts 

Health Protection Unit: [insert number of your local HPU] 
Ofsted: 0300 123 1231 
RIDDOR Incident Contact Unit: 0845 300 99 23 
 
This policy was adopted by: Smartkidz Play and Learn Date: 1/11/17 

Date reviewed: 20/11/18 
Date reviewed: 19/08/2019 

To be reviewed: 19/08/2020 Signed:  

 
Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2014): 
Safeguarding and Welfare Requirements: Accident or injury [3.50-3.51] and Food and drink [3.49]. 
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Minimum exclusion periods for infectious conditions and diseases 

Disease/Condition Exclusion period 
Chicken Pox 5 days from first appearance of rash 

Cold Sores None. Avoid contact with sores 

Conjunctivitis 24 hours or until the discharge from eyes has stopped 

Diphtheria* Until certified well by doctor 

Diarrhoea and Vomiting 48 hours after symptoms cleared  

Glandular Fever Until fully recovered 

Gastro-enteritis, E. Coli, Food Poisoning, 
Salmonella and Dysentery 

Until certified well by doctor 

Hand, Foot and Mouth disease While rash and ulcers are present 

Hepatitis A* Until certified well 

Hepatitis B* and C* None 

High temperature 24 hours  

HIV/AIDS None 

Impetigo Until the skin has healed 

Influenza Until recovered 

Measles* 5 days from onset of rash 

Meningitis* Until recovered 

Molluscum Contagiosum None 

Mumps* 5 days from onset of swollen glands 

Pediculosis (lice) Until treatment has been given 

Pertussis* (Whooping cough) 21 days from the onset or 5 days from commencing antibiotic 
treatment 

Poliomyelitis Until certified well by doctor 

Ringworm of scalp Until cured 

Ringworm of the body Until treatment has been given 

Rubella* (German Measles) 5 days from onset of rash 

Scabies Until treatment has been given  

Scarlet fever*  5 days from start of the treatment 

Slapped Check, Fifth Disease None 

Streptococcal infection of the throat 3 days from the start of the treatment 

Threadworms None 

Tonsillitis None 

Tuberculosis*  Until certified well by doctor 

Typhoid*, Paratyphoid* Until certified well by doctor 

Warts (including Verruca) None. Verruca sufferers should keep feet covered 
 
* Denotes a notifiable disease.  
 
If in any doubt contact local health services for further information. 
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Safe Internet Use 

Smartkidz Play and Learn recognises that the Internet is a useful resource for both staff and children, 
for purposes of research, homework and entertainment. However, we minimise the amount of screen 
time that the children have access to within club. 

A copy of the SMART guidelines will be printed out and displayed in an appropriate place within the 
club. The guidelines will be explained to any children wishing to access the Internet: 

 
• Safe: Keep safe by not giving out personal information – such as name, email, phone 

number, address, or school name – to people who you don’t trust online. 
• Meeting: Never agree to meet anyone you have only met online unless your parent or 

carer is with you. 
• Accepting: Do not accept emails or instant messages, or open files, images or texts 

from people you don’t know. They can contain viruses or nasty messages. 
• Reliable: Not all the information found on the Internet is reliable and people you meet 

online won’t always be telling the truth. 
• Tell: Tell a member of staff or your parents if someone or something you encounter 

online makes you feel uncomfortable. 
 

 

We have put in place the following safeguards: 

• A risk assessment has been undertaken. 
• Staff will supervise the use of the Internet. 
• The computer has an up to date virus checker and firewall installed.  
• Google Safe Search Filtering is turned on; children are encouraged to use a child-safe search 

tool.  
• The computer’s browser history is regularly checked to monitor, which sites are being accessed 

and all staff and children are informed of this fact. 
• Children should not be given access to staff phones, Ipads or laptops (including club laptop used 

for administration) 
 
Social media 
 
Smartkidz Play and Learn recognises that many staff enjoy networking with friends and family via 
social media. However, we have to balance this against our duty to maintain the confidentiality of 
children and parents attending our Club, as well as ensuring that our good reputation is upheld. Staff 
must remember that they are ambassadors for our Club both within and outside of working hours and 
are expected to conduct themselves accordingly when using social media sites.  
 
This policy covers (but is not limited to) social media platforms such as:  

• Twitter 
• Facebook 
• YouTube  
• Tumblr 
• Personal blogs and websites  
• Comments posted on third party blogs or websites 
• Online forums 

 
Social media rules 

When using social media sites, staff must not:  

 
• Post anything that could damage our Club’s reputation.  
• Post anything that could offend other members of staff, parents or children using our Club. 
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• Publish any photographs or materials that could identify the children or our Club. 
• Accept invitations from parents to connect via social media (eg friend requests on Facebook) 

unless they already know the parent in a private capacity.  
• Discuss with parents any issues relating to their child or our Club. Instead invite the parent to 

raise the issue when they are next at the Club, or to contact the Manager if the matter is more 
urgent. 

Any member of staff who posts content or comments that breach confidentiality or which could harm 
the reputation of our Club or other staff members, or who publishes photographs of the setting or 
children, will face disciplinary action in line with our Staff Disciplinary policy.   
 
General cautions for using social media  

When using social media in any context it is wise to bear in mind the following points: 

• No information published via the internet is ever totally secure; if you don’t want information to 
become public, do not post it online. 

• Once an image or information is in the public domain, it is potentially there forever 

 
If, despite the safeguards that Smartkidz Play and Learn has put in place, a child encounters harmful 
material on the internet, or receives inappropriate messages, or experiences online bullying, whilst 
using the club’s computers, the manager will be informed and the incident will be noted on an incident 
record in the child’s file. The parents will be asked to sign the incident record. The manager will 
investigate how to prevent a reoccurrence of the incident. 
 
If staff at Smartkidz become aware that a child is deliberately attempting to access sites containing 
sexual, extremist or otherwise inappropriate material, or has been shown such material by a third 
party, they will complete a logging concern form and refer the matter to the club’s designated child 
protection officer in accordance with our safeguarding (child protection) policy. 
 
Smartkidz play and Learn social media pages ad website. 
 
To help with advertisement and to allow parents to keep updated about Smartkidz, we use the 
following. 
 

• Facebook -  www.smartkidzplayandlearn.com/smartkidzplayandlearn 
• Twitter- www.twitter.com/smartkidzpl 
• Instagram – www.instagram.com/smartkidzplayandlearn  
• Website (www.smartkidzplayandlearn.co.uk)  

 
To keep children and staff safe we use the following steps: 
 

• Only children, whom have given consent via registration form, will be shown on Smartkidz 
website and social media page. 

• Staff will keep social media pages updated regularly and all content should be checked before 
publishing. 

• Smartkidz Website is managed by Verysimplesites.co.uk and overseen by Adam Smart, who 
will do their best to remove any out of date documentation. 

• Staff using and accessing these will follow the above policy and procedures. 
 

 
 
 
 
 
 

This policy was adopted by: Smartkidz Play and Learn Date: 1/11/17 
Dated reviewed: 20/11/18 
Date reviewed: 18/08/2019 

To be reviewed: 18/08/2020 Signed:  
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Intimate Care 

When providing intimate care we will ensure that the child’s safety, dignity and privacy are maintained 
at all times.  

In any instance where intimate care is needed staff will attempt to get the children to do as much for 
themselves as possible. 

‘Intimate care’ covers any task that involves the washing, touching or carrying out a procedure to 
intimate personal areas and is associated with bodily functions and personal hygiene, including, 
toileting, washing, dressing, and menstrual care.  

Staff at Smartkidz Play And Learn Ltd who provide intimate care will do so in a professional manner. 
Staff are aware of safeguarding issues and will have relevant training where necessary, before 
providing intimate care. No child should suffer distress or pain as a result of receiving intimate care.  

Staff will work in partnership with parents or carers to provide care appropriate to the needs of the 
individual child and together will produce a care plan. The care plan will set out:  

• What care is required 
• Number of staff needed to carry out the task. 
• Additional equipment required 
• Child’s preferred means of communication (eg verbal, visual) 
• Child’s level of ability – what tasks they are able to carry out by themselves 

 
All intimate care given to a child will be logged in the intimate care log and will be signed by all staff 
members who gave intimate care to that child. Any concerns that staff have during this should be 
logged on a cause of concern form if a safeguarding concern or discussed with their line manager. 

Best practice 

When intimate care is given, the member of staff will explain to the child each task that is carried out, 
and the reasons for it. Staff will encourage children to do as much for themselves as they can.  

If a child requires intimate care on a regular basis, it is good practice for two members of staff to share 
the care between them. In this way the child is less likely to become overly dependent on a single 
member of staff, and to become distressed if their usual carer is occasionally unavailable. However, 
parents’ views on the number of staff providing personal care to their child must also be taken into 
consideration - some children may simply be unable to cope with more than one carer. 

We have policies in place that promote safe recruitment, as well as having sound staff supervision, 
safeguarding and intimate care procedures; together these ensure that, should a child need 
consistent care from one member of staff, the child’s safety and well-being will not be compromised. 

Protecting children 

Staff are familiar with guidance from the Local Safeguarding Children Board. The Club’s procedures 
reflect the guidance in Working Together to Safeguard Children (2013) and staff are familiar with the 
What To Do If You’re Worried A Child Is Being Abused flowchart from this document. 

If a member of staff is concerned about any physical changes to a child, such as marks, bruises, 
soreness etc, they will inform the manager or the Club’s designated child protection officer 
immediately. The procedures set out in the Safeguarding Children policy will be implemented. 

Should a child become unhappy about being cared for by a particular member of staff, the manager 
will investigate and record any findings. These will be discussed with the child’s parents or carers in 
order to resolve the issue. If necessary, the manager will seek advice from outside agencies. 

If a child makes an allegation against a member of staff, the procedure set out in the Safeguarding 
Children policy will be followed.  

Dealing with blood and body fluids 

Blood, vomit, urine and faeces will be covered with and disposed of safely by double bagging the 
waste and removing it from the premises. When they are dealing with body fluids, staff will wear 
personal protective clothing (disposable plastic gloves and aprons) and will wash themselves 
thoroughly afterwards. Soiled children’s clothing will be bagged to go home – staff will not rinse it. 
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Children will be kept away from the affected area until the incident has been dealt with fully. Staff will 
do their best to clean the child up however, If the staff feel that the hygiene level of the child is not 
sufficient with the facilities the setting has to complete the tasks the play leader may decide that the 
child needs picking up by a parent or carer to be cleaned up, the child can then return to club 
afterwards if needs be. 

Staff at Out of School Club will maintain high standards of personal hygiene, and will take all 
practicable steps to prevent and control the spread of infection. 
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Involving Parents and Carers Policy 

 

At Smartkidz we recognise the importance of working in partnership with parents and carers to ensure 
that every child is happy, healthy and safe whilst in our care.  

We therefore aim to keep parents and carers fully informed of policies, events and activities by 
sharing information with them, answering questions and addressing any concerns. This may be 
through email, face to face or via our social media. 

Parents should however understand that it can be difficult to communicate to all parents face to face 
at the at pick up on a daily basis regarding their child at the club. 

We do our best to keep parents informed by: 

• Inviting parents to visit the clubs before their children start. 
• Giving all parents a copy of our Club Handbook which outlines how the club operates and 

includes contact details. We also give parents a copy of our Behaviour Management policy and, 
for EYFS children, information about the role of their child’s key person. These are all available on 
the website for parents to download or read electronically. 

• Notifying the parents of their child’s key person when they start at the Club. 
• Making all of our policies available at the club and on the website for parents to consult whenever 

they like. 
• Producing a blog on our website on our play and PARS practice. 
• Using our social media accounts to update parents and provide information about our ethos and 

staff development. 

 

We actively welcome parents and invite their input into the Club in the following ways: 

• We collect information from parents which will help their child to settle at the club (via the 
Registration and Medical forms and, for EYFS children, the All About Me booklet). 

• We involve parents in settling their children in at the Club (in accordance with our Child Induction 
policy). 

• Parents of EYFS children will later be asked to complete a settling in questionnaire. 
• We consult fully with parents to establish the care requirements for children with additional needs. 
• We greet all parents when they arrive to collect their children, and exchange any relevant 

information (eg any accidents, participation in today’s activities, etc). 
• We offer a variety of different contact options (see our Club Handbook for contact information). 
• We conduct an annual satisfaction survey of parents and children at the Club to gain regular 

feedback.  
• All of our staff wear badges so that parents can easily identify them. 
• We obtain parental permission for outings, photographs, applying sun cream, etc. 
• We can arrange for parental discussions with staff outside of Club hours where possible. 
• We respect parents’ input and opinions by responding promptly and appropriately to any 

complaints, in line with our Complaints policy. 
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Lockdown Procedure 

All Smartkidz settings consider the need for robust and tested lockdown procedure. Although we do 
not see this as a high risk   

Lockdown procedures are seen as a sensible and proportionate response to any external or internal 
incident, which has the potential to pose a threat to the safety of children and adults in the setting. 
Procedures aim to minimise disruption to the learning and play environment whilst ensuring the safety 
of all children and adults. Lockdown procedures may be activated in response to any number of 
situations, but some of the more typical might be:  

1. A reported incident or disturbance in the local community (with the potential to pose a risk to 
children and adults in the setting)   

2. An intruder on site (with the potential to pose a risk to children and adults in the setting)   

3. A warning being received regarding an environmental risk locally of air pollution (smoke plume, gas 
cloud etc.)  

4. A major fire in the vicinity of the setting   

5. The close proximity of a dangerous animal   

The setting’s lockdown procedures are shown to all staff and volunteers. A lock down drill should be 
undertaken at least once a year in an organised in a calm manner.  

There are two types of lockdown:  

1) Partial Lockdown  

A partial lockdown is a precaution aimed to keep children and staff safe while remaining indoors. This 
may be as a result of a reported incident / civil disturbance in the local community with the potential to 
pose a risk to children and staff in the setting. It may also be as a result of a warning being received 
regarding the risk of air pollution, etc. In a partial lockdown staff and children should remain in the 
building and all doors leading outside should be locked. No one should be allowed to enter or leave 
the building; however the setting can continue as usual.  

What usually happens during partial lockdown?  

· All outside activity to cease immediately, children and staff return to building. (Staff will communicate 
this through walkie talkies). All staff and children should remain in the building and external doors and 
windows should be locked  

· Free movement may be permitted within the building dependent upon circumstances. 

· In the event of an air pollution or chemical, biological or radiological contaminants issue, the school 
caretaker should contacted and asked to secure building; air vents, fans, heating and air conditioning 
systems should be closed or turned off.  

2) Full Lockdown 

This signifies an immediate threat to the setting and may be an escalation of a partial lockdown. The 
aim of a full lockdown is for the setting and its rooms to appear empty. 

Immediate action: 

· All children and staff should return to/stay in the building. 

· External doors should be locked. 
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· Internal doors might be locked (where a member of staff with a key is present). 

· Lock windows, draw blinds, cover internal door windows (so an intruder cannot 

see in). 

· Staff and children to sit quietly out of sight and where possible in a location that would protect them 
from harm such as gunfire (bullets go through glass, brick, wood and metal.) Consider locations 
behind substantial brickwork or heavy reinforced walls). 

· Turn off lights, laptops, smart boards and computer monitors. 

· Turn off mobile phones (or at the least turn onto silent so they cannot give away your position). 

· A register should be taken and a head count completed of all staff and children at the setting. 

· Children should not be released to parents during a lockdown and staff should not leave the 
premises unless instructed to do so. 

-Staff should call 999 if necessary. 

Communication  
 
Parents should be notified as soon as it is practicable to do so via the setting’s established 
communications system. It may be useful as part of your contingency plan, to establish a network with 
key parents in different parts of the network agreeing to pass on information to named others 
(cascades). Websites could be used to inform and update parents and a recorded message could be 
placed on the answer phone. Parents should know that the setting has a lockdown procedure and the 
reasons why lockdown might be necessary. Parents should be given enough information about what 
will happen so that they:  
 
• Are reassured that the setting may need to undertake lockdown for their child’s safety and welfare.  
• Do not contact the setting during lock down as this could block telephone lines that are needed for 
contacting emergency services. Do not come to the setting during lockdown as this may place 
themselves and others in danger.  
 
 
• Wait for the setting to contact them about when it is safe for them to come and collect their child. 
 
After lockdown has taken place:  
 
A letter to parents should be sent home as soon as possible following any serious incident to inform 
parents of context of lockdown. Following the need for lockdown, the setting management should 
create a full record of the event. Policies and procedures should be reviewed as soon as possible to 
identify any areas for potential development.  
 
For all Ofsted registered settings, a notification of a significant incident must be made to Ofsted within 
14 days (preferably as soon as possible after the incident). 
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Missing Child Procedure 

 
 
 
At Smartkidz Play and Learn Ltd we are always alert to the possibility that children can go missing 
during sessions. To minimise the risk of this happening staff will carry out periodic head counts, 
particularly when transporting children between locations (eg walking from the school to the Club).  
 

If a child cannot be located, the following steps will be taken: 

• All staff will be informed that the child is missing. 
• Staff will conduct a thorough search of the premises and surrounding area (This includes the 

nearby parks). 
• After 20 minutes the police will be informed. The manager will then contact the child’s parents or 

carers. 
• Staff will continue to search for the child whilst waiting for the police and parents to arrive.  
• We will maintain as normal a routine as possible for the rest of the children at the Club. 
• The manager will liaise with the police and the child’s parent or carer. 
 
The incident will be recorded in the Incident Log. A review will be conducted regarding this and any 
other related incidents along with relevant policies and procedures. We will identify and implement 
any changes as necessary. 
 
If the police or Social Care were involved in the incident, we will also inform Ofsted. 
 
 
Useful numbers 

Police: 999 
Social Care: 0345 045 5203 
Ofsted: 0300 123 1231 
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Written in accordance with the Statutory Framework for the Early Years Foundation Stage 
(2014):Safeguarding and Welfare Requirements: Information for parents and carers [3.73] . 
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Mobile Phone Policy 
 
Smartkidz Play and Learn fosters a ‘culture of safety’ in which the children and staff are protected 
from abuse, harm and distress.  We therefore have a clear policy on the acceptable use of mobile 
phones that is understood and adhered to by everyone: staff, children and parents. Abiding by the 
terms of the club’s mobile phone policy ensures that we all: 

• Protect children from harm and abuse 

• Prevent staff from being subject to false allegations  

• Help staff remain focused on the care of children 

• Work in an open and transparent environment. 

Staff use of mobile phones 

The club manager will have the their mobile phone on them as to make them contactable from other 
Smartkidz Play and Learn settings. 

Personal mobile phones belonging to members of staff are put away during opening hours. 

If a member of staff has a family emergency or similar and needs to keep their mobile phone to hand, 
prior permission must be sought from the Manager or Deputy.  

If a member of staff needs to make an urgent personal call they can use the club phone or make a 
personal call from their mobile in a nearby room, away from children. 

Under no circumstances may staff use their personal mobile phones to take photographs at the club 
during working hours. 

Children’s use of mobile phones 

Whilst we understand that some children have mobile phones, we do not allow them to use their 
phones within the club. If children brings their phone into club we will look after their phone until they 
leave. 

The club does not accept any responsibility for loss or damage to mobile phones brought to the club 
by the children. 

Visitors’ use of mobile phones 

Parents and all other visitors must not use their mobile phones within the vicinity where children are 
present. This includes taking photographs of their own children while in the club. If they want to have 
a photograph of their child involved in an activity or at play, parents can ask a member of staff to take 
one using the club camera or this can be taken on their personal phone with a member of staff 
present and no other child in the picture. 

Camera and other devices 

Any devices including Nintendo DS, Leapfrog cameras or other appliances that have a camera are 
not allowed to be brought into Smartkidz Play and Learn during opening hours. 

Related policies 

See also: Safeguarding Children policy. 
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Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2014): 
Safeguarding and Welfare requirements: Child Protection [3.4]. 
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No Platform Policy 
 
Smartkidz is committed to providing a safe and caring environment, where children are free from 
discrimination and protected from abuse, harm and radicalisation. As part of this commitment we aim 
to ensure that neither our Club sessions nor our premises are used to promote extremist beliefs or 
discriminatory views. 

Key principles 

Smartkidz will not allow its Club sessions nor its premises to be used: 

• To promote or express extremist ideological, religious or political views  

• To promote or express discriminatory views in relation to the protected characteristics cited in 
the Equality Act 2010 

• For any reason by an organisation that is proscribed by the Home Secretary under The 
Terrorism Act 2000.  

Definition of terms 

Premises: The room, space or building used by the Club while it is running a session.  

Extremist views: Extremism is defined in the government’s Prevent Strategy as “vocal or active 
opposition to fundamental British values including democracy, the rule of law, individual liberty and 
mutual respect and tolerance of different faiths and beliefs. We also include in our definition of 
extremism, calls for the death of members of the armed forces, whether in this country or overseas.” 

Protected characteristics: The characteristics protected under The Equality Act 2010 are: 

• Age  
• Disability  
• Gender reassignment  
• Marriage and civil partnership  
• Pregnancy and maternity  
• Race  
• Religion and belief  
• Sex  
• Sexual orientation 

 

 

 

 

Proscribed organisations: A list of proscribed organisations can be downloaded here: 
https://www.gov.uk/government/publications/proscribed-terror-groups-or-organisations--2 

This policy was adopted by: Smartkidz Play and Learn Date: 1/11/17 
Dated reviewed: 20/11/18 

To be reviewed: 20/11/2020 Signed:  

 

Related policies 

See also: Equalities policy, Safeguarding policy 
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Playscheme policy 
 
 

Smartkidz Play and Learn run Playschemes during Christmas, Easter, Summer and all half term 
holidays. We will open during INSET days as long as we have enough staff to run the day and stay 
within ratios. This sometimes is not possible due to staff being needed for training days.  
Our Playscheme run from 8:00am to 6:00 pm, Monday to Friday, where possible. 
 
Christmas Playscheme 
Christmas play scheme is limited days due to staff availability and low numbers. 
 
Booking 
Booking forms for the holiday will be accessible no later then the first week of the new half term and 
summer playscheme will be available within the first week of the summer term (April). You will be able 
to find our forms within club, on our website. 
 
Parents are expected to complete all forms if they would like their children to attend, as well a 
registration form if this has not yet been completed for your child. We will not accept any other means 
of booking for holidays, this includes email, letters or orally. 
 
Places are allocated on a first-come, first-served basis. 
 
Late booking fee 
It is important that we have bookings in at the earliest opportunity in order to make sure that we have 
correct staffing, resources and time to organise children’s individual needs in place where necessary. 
A late booking fee will come into place the Friday before the last week of each half term. For 
summer play scheme, a late booking charge will come into effect on the Friday before the last 2 
weeks of the last term in July. 
 
Staffing for Play scheme 
 
Where possible the play leader will be present on everyday during the holiday club. Where the play 
leader is unavailable, a senior member of staff should be covering. In the incident where neither are 
available to cover then the management of the setting will ensure that: 
 

- Experienced members of staff are managing the day. 
- That a Designated child protection lead is on hand to be available in the case of a 

safeguarding concern. 
- That there is adequate Paediatric first aid and basic child protection trained people working on 

the day. 
- That a senior member of management is contactable  

 
 
 
Staff organisation 
 
During our holiday playscheme we aim to keep consistency where possible throughout the holiday 
clubs. However, at times this isn’t always possible with staff availability. In the situations the play 
leader will organise the club to ensure that staff are able to complete daily tasks within the club with 
their absence. 
 
Play leader must: 
• Organise the opening and closing of the premises (this may include getting keys to a member of 

staff to open and close on the day or a discussion with the school caretaker). 
• Pass over keys for administration cupboards and filing cabinets (please note that files on 

safeguarding should only be accessed by designated child protection trained staff and a place 
should be organised with senior staff how safeguarding forms will be securely locked away). 

• Organise paperwork for the day to support the club running efficiently and safely i.e. registers, 
medical information for children, contact details of children. 

• Note down anything that the staff on the day may need to know in regards to the running of the 
club. 
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• The setting should be left in a tidy and clean manner for the staff the next day. Ongoing activities 
or play can be left out and this should be communicated to the staff that this is the case. 

• Pass on anything that you feel staff may need to know on individual children on the day, i.e. 
behaviour issues, special needs that staff may not be aware of, children that are new etc… 

If the play leader needs support from the manager this should be available. 
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Safe Recruitment Policy 

 
 
Smartkidz Play and Learn uses safe recruitment practices to ensure that all people working with the 
children in our care are safe and qualified to do so. When recruiting paid staff or volunteers we will 
follow the procedures set out below.  

Advertising the vacancy 

We will advertise all vacancies and any job advertisements will include a statement about our 
commitment to safeguarding children.  

Initial enquiry 

Upon enquiring about a vacancy, we will send potential candidates:  
• a job description 
• a person specification 
• an application form 
• a copy of the Club’s Safeguarding Children policy. 

The application form includes: 

• a declaration that all information is correct 
• a section under the Rehabilitation of Offenders Act that asks if the applicant has been 

awaiting a verdict, convicted, or cautioned or received a court order or warning for any 
offence that may affect their suitability for working with children 

• a request for the contact details of two referees one of which should be the last employer; (if 
this is the candidate’s first job, their course tutor is a suitable alternative) 

All applicants must submit an application form by the closing date. We will only accept CVs if they are 
accompanied by our standard application form completed as required. If a CV is sent to us regarding 
a job, the applicant will still need to complete an application form before the interview. 

Interview procedure 

We will notify all candidates selected for interview by email or telephone. All candidates will be asked 
to bring to the following items to the inteview: 

• proof of identity, eg passport, driving licence or birth certificate 
• proof of address, eg recent utility bill (not mobile phone) or bank statement 
• proof of qualifications, ie the relevant certificates 
• for non-British nationals, proof of the right to work in the UK (as required by the Asylum and 

Immigration Act) 

The interview will be conducted by at least two interviewers. All candidates will be asked the same set 
of questions according to the job role. We will then ask additional questions about any other issues 
that arise from their application form. For example, the interviewers will follow up on any gaps in the 
candidate’s employment history rigorously and ensure that they are satisfied with the explanation 
given, undertaking additional checks if necessary. 

All candidates will also be asked to participate in a session with the children for an hour so that they 
can be observed interacting with the staff and children.  

When we have interviewed and observed all candidates, we will make our final selection. 

Appointing a new member of staff 

When we have selected the successful candidate, we will  
• send him or her a written offer (this may be through email), which will clearly state that it is 

subject to the receipt of suitable references, full sight of a satisfactory enhanced DBS certificate 
and their written confirmation that they are not disqualified from working with children. 
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• contact both referees for a reference, including asking them if they have any child protection 
concerns about the candidate.  

• initiate an enhanced DBS check for the candidate, or if the candidate is subscribed to the DBS 
Update Service, review their current DBS certificate and check their status online 

• ask the candidate to complete a health questionnaire 
• notify any unsuccessful interviewees. 

We will also take photocopies of the new member of staff’s qualification certificates and proof of 
identity and keep these on file. 

When a new member of staff starts work at Smartkidz Play and Learn we will give him or her: 

• our terms and conditions, and get them to sign their contract; a copy of their contract will be 
kept on file 

• all our Club policies, and ensure that they sign a policy confirmation form to confirm that they 
have read and understood them; the signed form will be kept on file. 

We will conduct a full induction and orientation programme with all new members of staff as set out in 
our Staff Induction policy. 

DBS checks 

We will obtain enhanced DBS disclosures for all staff, students and volunteers who will work 
unsupervised with the children on a regular basis, or who have access to children’s information. If 
candidates have subscribed to the DBS Update Service we will carefully review their current DBS 
certificate and then check their status online. If there has been a change in their status since their last 
DBS certificate was issued we will obtain a new DBS disclosure for them. 

New staff will only be allowed to work unsupervised with children when we have had full sight of a 
satisfactory DBS certificate for them.  

If we decide to allow a new member of staff to begin work pending the completion of their DBS check, 
we will complete a written risk assessment first and they will not be allowed unsupervised access to 
the children until we have seen and reviewed their DBS certificate. 

When we appoint a member of staff we will keep a record of the date and number of their DBS 
disclosure on our Central DBS Record. We will update the DBS checks for all staff every 3 years.  

Disqualification  

The Club will not employ staff or volunteers who have been convicted of an offence or have been 
subject to an order that disqualifies them from registration under regulations made under section 75 of 
the Childcare Act 2006. Note that a member of staff can become disqualified if they live in the same 
household as another disqualified person, or if a disqualified person is employed in that household. All 
new staff must sign a declaration that they are not disqualified when they commence employment and 
all existing staff must sign the declaration annually to confirm that their status has not changed. If a 
member of staff becomes disqualified we will terminate their employment and notify Ofsted. 

Immigration status 

The management is aware of Asylum and Immigration Act requirements and will check the ability of 
all new starters to work in the UK. Candidates are expected to provide documents confirming their 
status, usually a driving license, passport, and NI number. 
 
Training 
 
We aim to have all new staff trained in the following areas within the first six months of employment 
wherever possible: basic child protection, Paediatric 12 hour first aid and Level 2 food hygiene, PARS 
training and any other training that is neccessary for completing ther individual role. 
 
 
 
This policy was adopted by: Smartkidz Play and Learn Date: 1/11/17 

Dated reviewed: 20/11/18 
To be reviewed: 20/11/2020 Signed:  
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Safeguarding and Children protection 
Policy 

 
 
Smartkidz Play and Learn Ltd fully recognises the responsibility to have arrangements in place to 
safeguard and promote the welfare of all children. This policy sets out how the settings comply with 
statutory responsibilities relating to safeguarding and promoting the welfare of children who attend the 
setting. Our policy applies to all staff and volunteers working within Smartkidz Play and Learn, all of 
whom have a vital role in safeguarding children. Staff are made aware that they may be the first point 
of a disclosure for a child. 

We will follow the Cambridgeshire and Peterborough Safeguarding Children Partnership Board 
procedures. The setting has regard for working together to safeguard children 2018 and what to do if 
you are worried a child is being abused 2015 (Department of education) 

Through their day-to-day contact with children attending our club and direct work with families, staff 
have a crucial role in noticing indicators of possible abuse or neglect and referring them to the 
appropriate agencies, normally the appropriate Child and Family Team (social care). 

Smartkidz Play and Learn will: 

• Ensure a DP is available at all times when the setting is open, and where possible on site at 
all times, in order to access relevant records and take the necessary actions). 

• To make sure there are contingency arrangements should the Designated person not be 
available. 

• To make sure that all DPs in the setting refresh their training every 2 years. In addition to the 
formal training DPs knowledge and skills will be refreshed regularly and at least annually. This 
may be via the DP knowledge hub CPINs, safeguarding conferences or Cambs and 
Peterborough safeguarding children partnership training. 

• Recognise the importance of the role of the designated person and ensure they have the time 
and training to complete their role. 

• Ensure that the designated person knows how to contact the Childrens social care and early 
help hub. 

• Ensure that all staff have completed Basic child protection training at the earliest opportunity. 

• Safe recruitment practices are followed for all new staff 
 

Roles of the management and staff 

Smartkidz will ensure every member of staff knows 

• The names of the designated child protection officers. 

• How to record and pass any concerns about a child. 

• That they have an individual responsibility for referring child protection concerns to 
relevant agencies and within the timescales set out by the CPSCB procedures if there 
is no DP present and/or they feel the child remains at risk of harm. 

• That staff are aware all safeguarding logs and conversations with children prioritise over 
anything else within club and should be dealt with straight away and with a matter of urgency,  

 
All staff and volunteers will be expected to read our safeguarding policy, which is part of their new 
applicant pack that is sent to them before their interview. New applicants are expected to sign and 
read that the understand and agree to our policy and have the opportunity to ask any questions 
regarding safeguarding during their interview. 

Volunteers are expected to read and sign our “Volunteering in Smartkidz” document before they start 
volunteering with us. 

A briefing on safeguarding will be given during the induction process where they will be shown where 
the cause of concern forms are kept in case they have any concerns and who they should be passed 
on to. 
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DCPO’s at Smartkidz Play and Learn 

Overall Safeguarding leads within Smartkidz Play 
and Learn 

Emma Lythgoe- Safeguarding officer 

Adam Smart- In the event Emma is unavailable 

Girton DCPO Emma Lythgoe 

Haddenham DCPO Maria Gruncell 

Ridgefield DCPO Amy Stebbings 

Mayfield DCPO Faiza Djermane 

The DCPO coordinates child protection issues and liaises with external agencies (e.g. Social Care, 
the CPSCB and Ofsted). 

Liaisons with other agencies 

The settings will: 

• Liaise closely with the school in which we are located. Half termly safeguarding meeting are 
held between club designated child protection officer and school DCPO. Copies of log of 
concern forms are passed on to the school DCPO to lower the risk of any safeguarding issues 
being missed. 

• Will share all logs of concern on children that attend Smartkidz Play and Learn with Smartkidz 
play and Learn’s Designated child protection officer. (keeping in line with working together to 
safeguard children). 

• In the event where we have children coming from other schools during our holiday club, 
Smartkidz will contact the schools DCPO to discuss any safeguarding concerns they currently 
have with any individual children. 

• Work to develop effective links with relevant services to promote the safety and welfare of all 
children. 

• Co-operate as required, in line with working together to safeguard children 2018, with key 
agencies in their enquiries regarding child protection matters including attendance and 
providing written reports at child protection conferences and core groups. 

• Notify the relevant social care unit immediately if there is any unexplained absence or there is 
any change in circumstances to a child who is subject to a child protection plan. 

• Respond to requests for information about children in the settings care from the Education 
navigator at the MASH or a social worker in an assessment team in a timely manner. 

Confidentiality and information sharing 

Information sharing is essential for effective safeguarding and promoting the welfare of children and 
young people. The DP will read and follow the Deapartment of Education guidance “information 
sharing-Advice for practitioners providing safeguarding services to children, young people, parents 
and carers”-July 2018. 

Fears about sharing information will not be allowed to stand in the way of the need to safeguard and 
promote the welfare of children at risk of abuse and neglect. The general Data Protection regulation 
(GDPR) and Data Protection act 2018 do not prevent, or limit, the sharing of information for the 
purposes of keeping children and young people safe: 

“Infirmation will be shared legally, without consent, if the DP or a member of staff is unable to or 
cannot be reasonably expected to gain consent from the individual, of if to gain consent would put the 
child at risk.” 

“relevant personal information will be shared lawfully if it is to keep a child or individual at risk safe 
from neglect or physical, emotional or mental harm, or if protecting their physical, mental or emotional 
wellbeing.” 

(Information Sharing, July 2018, page 5) 
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What information will be shared? 

When taking decisions about what information to share, the DP will consider how much information 
they need to release and the impact of disclosing information on the information subject and any third 
parties. Information should be proportionate to the need and level of risk. 

Only information that is relevant to the purposes will be shared with those who need it. This allows 
others to do their job effectively and make informed decisions. 

Information sharing decisions must be recorded, whether or not the decision is taken to share. If the 
decision is to share, reasons should be cited including what information has been shared and with 
whom. If the decision is not to share, the DP will record the reasons for this decision and discuss 
them with the person requesting the information. 

If a child discloses information that may indicate that they are at risk of abuse or neglect, the staff 
member will be clear that they cannot promise to keep the information a secret. The staff member will 
be honest to the child and explain that it will be necessary to tell someone else in order to keep them 
self and help. 

Communications with parents 

The setting will: 

• Undertake appropriate discussion with parents prior to involvement of another agency, unless 
the circumstances may put the child at further risk or harm. 

• Ensure that all parents have an understanding of the responsibility placed on the setting and 
staff for safeguarding and child protection by ensuring that they receive a copy of this policy 
when registering their children at the setting. 

• Record on a log of concern form what discussions have taken place with parents and if a 
decision was made not to disucss the matter with the parents, the reason why not 
(circumstances may include tht the DP is unable to or cannot be reasonably expected to gain 
consent from the individual, or if gaining consent could place a child at risk such as hysical or 
sexual abuse). 

 

Supporting children 

We recognise that children who are abused or witness abuse may find it difficult to develop a sense of 
self worth and trust those around them. Some children may adopt inappropriate or abusive 
behaviours and that these may be referred on for appropriate support and intervention. 

Children that have high self esteem and confidence as well as being surrounded by friends and good 
lines of communication with a trusted adult helps the prevention of abuse. 

Staff of Smartkidz Play and Learn will help with this by: 

• Our ethos and vision actively promotes a positive, supportive and secure enviromant that 
values people. 

• Establishing and maintaining an ethos where children feel secure, encouraged to talk and are 
listened to. 

• Using the PARS model of playwork to help children gain self-esteem, confidence, resilience 
and independence through play. 

• Make sure staff are knowledgeable on dealing with discussion with children regarding 
concerns.  

• Staff are vigilant and approach any concerns they have professionally and calmly within club. 

• Staff give children a chance to settle disputes independently before intervening. This helps 
children to learn to speak up for themselves and become confident individuals. 

• Our behaviour policy aimed at supporting all children. All staff will agree on a consistent 
approach which focuses on the behaviour of the child but does not damage their self worth. The 
setting will ensure that the child knows that some behaviour is unacceptable but he/she is valued and 
not to be blamed for any abuse which has occurred. 
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• Where necessary we will liaise with other agencies which support the child and family such as 
Children’s social care and district team as well as work with schools in helping to support the child. 

• A commitment to develop partnerships with parents. 

• Recognition that children living in home environment where there is domestic abuse/violence,, 
mental-ill health or substance misuse may be vulnerable and in need of support and protection. 

 

Children with special educational needs and/or disabilities (SEND) 

We recognise that, statistically, children with additional needs, special needs, emotional or 
behavioural difficulties and disabilities are most vulnerable to abuse. 

Setting staff who deal with children with complex and multiple disabilities and/or emotional and 
behavioural problems should be particularly sensitive to indicators of abuse. 

Children with communication difficulties (including EAL) are also vulnerable to abuse because they 
are unable to express themselves to others. Instead such children will often exhibit changes in 
behaviours or signs and indicators of abuse. Staff will be trained to recognise these indicators. 

Children with special educational needs or disabilities may need intimate care, please read our 
intimate care policy for more information. 

 

Roles of the management and staff 

Smartkidz will ensure every member of staff knows 

• The names of the designated child protection officers. 

• How to record and pass any concerns about a child. 

• That they have an individual responsibility for referring child protection concerns to 
relevant agencies and within the timescales set out by the CPSCB procedures if there 
is no DP present and/or they feel the child remains at risk of harm. 

All staff and volunteers will be expected to read our safeguarding policy, which is part of their new 
applicant pack that is sent to them before their interview. New applicants are expected to sign and 
read that the understand and agree to our policy and have the opportunity to ask any questions 
regarding safeguarding during their interview. 

Volunteers are expected to read and sign our “Volunteering in Smartkidz” document before they start 
volunteering with us. 

A briefing on safeguarding will be given during the induction process where they will be shown where 
the cause of concern forms are kept in case they have any concerns and who they should be passed 
on to. 

Record keeping 

Smartkidz Play and Learn will: 

a) Keep clear, detailed written records of concern about all children attending our out of school 
clubs (as well as records of concern passed to us by the school that the child attends). 

b) Make sure all records are kept in a locked and secure location and can only be accessed by 
designated child protection trained staff. 

c) A copy of all records of concern completed by Smartkidz Play and Learn staff are passed on 
to the school in which the setting is part of. 

d) In the event we have children attending from other schools, this schools will be contacted and 
asked if they have any current concerns that we should be aware of regarding any of the individual 
children attending. 

Parents do not have automatic right too access child welfare records and consideration will be given 
as to what the consequences of the information sharing might be (in line with information sharing 
guidance 2018). Unless it would place the child at risk of significant harm, parents will be informed 
that a Log of Concern form has been completed, where it will be stored and what will happen to it 
when the child leaves the setting. 
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When a child leaves or moves school 

• The files will be marked “confidential, Addressee only” and sent to the designated person, if 
known, of the receiving setting or school. The file will be delivered by hand if possible; 
otherwise sent by delivery that can be tracked and signed for. 

• The setting will contact the receiving setting/school by telephone to make them aware that 
there is a child welfare file and, once sent, ask them to confirm as soon as possible that they 
have received the file. The setting will keep a record that the file has been received in order to 
be able to identify its location. 

• Parents will be made aware that the welfare files will be transferred, unless this will place the 
child at risk of acute harm. 

• The setting will not keep a copy of transferred records unless there are younger siblings for 
whom there are similar concerns about, but will keep a record of the file location and date the 
file was transferred. 

• If the files cannot be transferred by any reason the setting will archive the files for 25 years 
from the child’s date of birth. 

• All actions and decisions will be led by what is considered to be the best interest of the child. 

Forms of child abuse and neglect 
Child abuse is any form of physical, emotional or sexual mistreatment or lack of care that leads to 
injury or harm. An individual may abuse or neglect a child directly, or by failing to protect them from 
harm. Some forms of child abuse and neglect are listed below.  

• Emotional abuse is the persistent emotional maltreatment of a child so as to cause severe and 
persistent adverse effects on the child’s emotional development. It may involve making the child feel 
that they are worthless, unloved, or inadequate. Some level of emotional abuse is involved in all types 
of maltreatment of a child, though it may occur alone. 

• Physical abuse can involve hitting, shaking, throwing, poisoning, burning, drowning, suffocating 
or otherwise causing physical harm to a child. Physical harm may be also caused when a parent or 
carer feigns the symptoms of, or deliberately causes, ill health to a child. 
• Sexual abuse involves forcing or enticing a child to take part in sexual activities, whether or not 
the child is aware of what is happening. This can involve physical contact, or non-contact activities 
such as showing children sexual activities or encouraging them to behave in sexually inappropriate 
ways. 
• Neglect is the persistent failure to meet a child’s basic physical and emotional needs. It can 
involve a failure to provide adequate food, clothing and shelter, to protect a child from physical and 
emotional harm, to ensure adequate supervision or to allow access to medical treatment. 

• Radicalisation- Involves individuals to adopt extreme political, social or religious views. 

Smartkidz believe it is important to get to know the children within our care. This mean that 
any changes in any individual child’s behaviour will be picked up by staff and can be acted 
upon.  

Signs of child abuse and neglect 
Signs of possible abuse and neglect may include:  
• Significant changes in a child's behaviour  
• Deterioration in a child’s general well-being 
• Unexplained bruising, marks or injuries or other visible signs of abuse or neglect (i.e. unwashed 
clothing, clothing that is consistently to small, inappropriate lunch box contents). 
• Pattern of absences or frequent absences. 
• Comments made by a child which give cause for concern 
• Inappropriate behaviour displayed by other members of staff, or any other person. For example, 
inappropriate sexual comments, excessive one-to-one attention beyond the requirements of their role, 
or inappropriate sharing of images.  

• Children comments and actions during their play or otherwise which gives cause for concern. 

Where necessary, the setting will seek advice from other professionals and specialist services and 
provide additional training to staff in the use of Makaton, PECS or other communication systems. 
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Peer on peer pressure and sexual violence/harassment between peers 

Children and young people may be harmful to one another in a number of ways 
which would be classified as peer on peer abuse. Peer on peer abuse can include: 

6. Bullying (including cyberbullying) 

7. Physical abuse such as hitting, kicking, shaking, biting, hair pulling 

8. Sexual bullying 

9. Being coerced to send sexual images (sexting) 

10. Sexual assault 

11. Teenage relationship abuse 

12. Upskirting 

 
The setting recognise that sexual violence and sexual harassment can occur between two children of 
any age and sex. Sexual violence may include rape, assault by penetration or sexual assault. Sexual 
harassment refers to ‘unwanted conduct of a sexual nature’, such as sexual comments, sexual 
taunting or physical behaviour such as deliberately brushing against someone. Online sexual 
harassment may include non- 
consensual sharing of sexual images and videos, sexualised online bullying, unwanted sexual 
comments and messages, sexual exploitation, coercion and threats. 
The setting will: 
• Be clear that peer on peer abuse, sexual violence and sexual harassment will not be tolerated.

  

• Provide training for staff on how to manage a report of peer on peer abuse, sexual violence or 
sexual harassment. 

• Make decisions on a case-by-case basis. 

• Reassure victims that they are being taken seriously, offer appropriate support and take the 
wishes of the victim into account when decision making. 

• Implement measures to keep the victim, alleged perpetrator and if necessary other children and 
staff members, safe. Record any risk assessments and keep them under review. 

• Give consideration to the welfare of both the victim(s) and perpetrator(s) in these situations 

Liaise closely with external agencies, including police and social care, when required. 
 
Prevention of radicalisation 
In 2010 the Government published the Prevent Strategy. This highlighted the need to safeguard 
children, young people and families from violent extremism and radicalisation. 
  
The setting recognises that children and young people are vulnerable to extremist ideology and 
radicalisation and that protecting children from this risk forms part of the setting’s safeguarding 
procedures. 
 
Staff are required to be alert to changes in children’s behavior which could indicate they need help or 
protection. The committee/owner will ensure that the all staff have undertaken Prevent online training. 
 
See also ‘The Prevent Duty, Departmental advice for schools and childcare providers’, DfE (June 
2015) 
 

Signs of radicalisation 

Signs that a child may be at risk of radicalisation include: 

• Changes in behaviour, for example becoming withdrawn or aggressive. 
• Claiming that terrorism and violence is justified. 
• Viewing violent extremist material online. 
• Possessing or sharing violent extremist material 
 
Children of Parents/Carers Misusing Drugs and/or Alcohol 
Misuse of drugs and/or alcohol is strongly associated with the risk of significant harm to children, 
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particularly when combined with other features such as domestic violence. 
 
If the setting has concerns about drug and/or alcohol abuse by a child’s parents/carers they will follow 
appropriate procedures. This is particularly important if the following factors are present: 
13. Use of the family resources to finance the parent’s dependency, characterised by inadequate 

food, heat and clothing for the children 

14. Children exposed to unsuitable caregivers or visitors, e.g. customers or dealers 

15. The effects of drugs and/or alcohol leading to an inappropriate display of sexual and/or 
aggressive behaviour 

16. Chaotic drug and/or alcohol use leading to emotional unavailability, irrational behaviour and 
reduced parental vigilance 

17. Disturbed moods as a result of withdrawal symptoms or dependency 

18. Unsafe storage of drugs and/or alcohol or injecting equipment 

19. Drugs and/or alcohol having an adverse impact on the growth and development of the unborn 
child. 

 

Children Misusing Drugs or Alcohol 
The discovery that a young person is misusing legal or illegal substances or reported  
evidence of their substance misuse is not necessarily sufficient in itself to initiate child 
protection proceeding.  The setting will consider such action in the following situations: 
 
When there is evidence or reasonable cause:        
• To believe the young person’s substance misuse may cause him or her to be vulnerable to other 

abuse such as sexual abuse 

• To believe the young person’s substance related behaviour is a result of abuse or because of 
pressure or incentives from others, particularly adults 

• Where the misuse is suspected of being linked to parent/carer substance misuse 

• Where the misuse indicates an urgent health or safeguarding concern 

• Where the young person is perceived to be at risk of harm through any substance associated 
criminality    

Domestic Abuse 
Domestic Abuse is defined as: ‘’any incident or pattern of incidents of controlling, coercive or 
threatening behaviour, violence or abuse between those aged 16 or over who are or have been 
intimate partners or family members regardless of gender or sexuality. This can encompass but is not 
limited to the following types of abuse: Psychological, physical, sexual, financial and emotional’’.            
(Home Office, 2013) 
 
The setting recognises that where there is Domestic Abuse in a family, the children/young person will 
always be affected; the longer the violence continues, the greater the risk of significant and enduring 
harm, which they may carry with them into their adult life and relationships.  
 
Where necessary, our setting is working in partnership with the Police and Cambridgeshire County 
Council (CCC) to identify and provide appropriate support to children who have experienced domestic 
abuse; this scheme is called Operation Encompass.   
 
In order to achieve this, CCC’s Education Safeguarding Team will share police information of all 
domestic abuse incidents, where one of the children attending our setting was present, with one of 
our Designated Person’s for Child Protection (DP). On receipt of any information, the DP will consider 
the appropriate support for the child.  
The Operation Encompass information is stored in line with all other confidential safeguarding and 
child protection information. All information sharing and resulting actions will be undertaken in 
accordance with the ‘Cambridgeshire and Peterborough Joint Agency Protocol for Domestic Abuse – 
Notifications to Schools, Colleges and Early Years settings’.  
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Children at risk of ‘Honour- Based’ Violence including Female Genital Mutilation 
 
So called ‘honour-based’ violence encompasses incidents which have been committed to protect or 
defend the honour of the family and/or community, including breast ironing, female genital mutilation 
(FGM) and forced marriage. The setting takes these concerns seriously and staff are made aware of 
the possible signs and indicators that may alert them to the possibility of HBV through training. Staff 
are required to treat all forms of HBV as abuse and follow the procedures outlined in this policy.  

  
FGM is a procedure involving the partial or total removal of the external female genitalia or other 
injury to the female genital organs. FGM is illegal in the UK. Any indication that a child is at risk of 
FGM, where FGM is suspected, or where the woman is over 18, will be dealt with under the child 
protection procedures outlined in this policy. Staff will report concerns to the DP, who will make 
appropriate and timely referrals to social care. In these cases, parents will not be informed before 
seeking advice and the case will still be referred to social care even if it is against the child or young 
person’s wishes.  

 
In accordance with the Female Genital Mutilation Act, it is a statutory duty for professionals to report 
‘known’ cases of FGM in under-18s which they identify in the course of their professional work to the 
police. 
 
Children at Risk of Child Sexual Exploitation (CSE) 
 
Child sexual exploitation is a form of child sexual abuse. It occurs where an individual or group takes 
advantage of an imbalance of power to coerce, manipulate or deceive a child or young person under 
the age of 18 into sexual activity (a) in exchange for something the victim needs or wants, and/or (b) 
for the financial advantage or increased status of the perpetrator or facilitator. The victim may have 
been sexually exploited even if the sexual activity appears consensual. Child sexual exploitation does 
not always involve physical contact; it can also occur through the use of technology. 

(Child Sexual Exploitation, Definition and Guide: DFE, 2017) 
 
Sexual exploitation can take many different forms from the seemingly ‘consensual’ relationship to 
serious organised crime involving gangs and groups. Potential indicators of sexual exploitation will be 
addressed within staff training, including raising awareness with staff that some young people who are 
being sexually exploited do not show any external signs of abuse and may not recognise it as abuse. 
Staff will follow the procedures outlined in this policy if concerns of child sexual exploitation arise. 
 
Children at Risk of Criminal Exploitation 
Criminal exploitation of children is a form of harm that is a typical feature of county lines   activity. 
Drug networks or gangs exploit children and young people to carry drugs and money from urban 
areas to suburban and rural areas.  Exploitation can occur even if activity appears to be consensual.  
 
The setting will address indicators of Child Criminal Exploitation with staff through training. Staff will 
follow the procedures outlined in this policy if concerns of criminal exploitation arise. 
 
The DP will complete the Safeguarding Partnership Board Exploitation Risk Assessment and 
Management Tool and refer to Children’s Social Care if there is a concern that a young person may 
be at risk of criminal exploitation. 
 
Online Safety 
It is important that children and young people receive consistent messages about the safe use of 
technology and are able to recognise and manage the risks posed in both the real and the virtual 
world.  

Terms such as ‘e-safety’, ‘online’, ‘communication technologies’ and ‘digital technologies’ refer to all 
fixed and mobile technologies that adults and children may encounter, now and in the future, which 
allow them access to content and communications that could raise issues or pose risks to their well-
being. 

The issues can be categorised into three areas of risk: 

20. Content – being exposed to illegal, inappropriate or harmful material 

21. Contact – being subjected to harmful online interaction with other users 

22. Conduct – personal online behaviour that increases the likelihood of, or causes, harm 
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Best practice:  
• Whole setting approach – staff recognise and are aware of e-safety issues and the 

management team make online safety a priority. 
• Policies – online safety policies and procedures are in place and implemented. 

• Monitoring and evaluation – risk assessment is taken seriously and used to promote online 
safety. There are appropriate filters and monitoring systems in place to protect children from 
harmful online material. 

• Management of Personal Data – data is managed securely and in accordance with the 
requirements of the Data Protection Act. 

Children with Family Members in Prison  
The setting is committed to supporting children and young people who have a parent or         close 
relative in prison and will work with the family to find the best ways of supporting the child. 
 
The setting recognises that children with family members in prison are at risk of poor outcomes 
including: poverty, stigma, isolation, poor mental health and poor attendance.  
 
The setting will treat information shared by the family in confidence and it will be shared on a ‘need to 
know’ basis. 
 
The setting will work with the family and the child to minimise the risk of the child not achieving their 
full potential.  
 
Privately Fostered Children  
Private fostering is when a child under the age of 16, (under 18 if disabled) is provided with care and 
accommodation by a person who is not a parent, person with parental responsibility for them or 
relative in their own home for 28 days or more.  
 
The setting will follow the mandatory duty to inform the Local Authority of any ‘Private Fostering’ 
arrangements and refer to the Specialist Fostering Team. 
 
Young Carers 
The setting recognises that children who are living in a home environment which requires them to act 
as a young carer for a family member or a friend, who is ill, disabled or misuses drugs or alcohol can 
increase their vulnerability and that they may need additional support and protection. 
 
The setting will: seek to identify young carers; offer additional support internally; signpost to external 
agencies; be particularly vigilant to the welfare of young carers and follow the procedures outlined in 
this policy, referring to Early Help or Social Care as required if concerns arise.  

Logging an incident 
All information about the suspected abuse or disclosure will be recorded on the Logging a concern 
form as soon as possible after the event. The record should include: 
• Date of the disclosure or of the incident causing concern 
• Date and time at which the record was made 
• Name and date of birth of the child involved 
• A factual report of what happened. If recording a disclosure, you must use the child’s own words. 
• Name, signature and job title of the person making the record. 

The record will be given to the Club’s CPO who will decide whether they need to contact Social Care 
or make a referral. All referrals to Social Care will be followed up in writing within 48 hours. If a 
member of staff thinks that the incident has not been dealt with properly, they may contact Social 
Care directly. 

Allegations against staff  
If anyone makes an allegation of child abuse against a member of staff: 
• The allegation will be recorded on an Incident record form. Any witnesses to the incident should 
sign and date the entry to confirm it. 
• The allegation must be reported to the Local Authority Designated Officer (LADO) and to Ofsted. 
The LADO will advise if other agencies (eg police) should be informed, and the Club will act upon 
their advice. Any telephone reports to the LADO will be followed up in writing within 48 hours. 
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• Following advice from the LADO, it may be necessary to suspend the member of staff pending full 
investigation of the allegation.  
• If appropriate the Club will make a referral to the Disclosure and Barring Service. 
Please see our whistle blowing policy for more information. 
 
For more information then please follow the Allegations flow chart which is located on the information 
board within the setting. 

Use of mobile phones and cameras 
Photographs will only be taken of children with their parents’ permission. Only the club camera (ipad 
or club mobile) will be used to take photographs of children at the Club, except with the express 
permission of the parent (i.e. camera of staff member for use in coursework (manager will be present 
for these photos). Neither staff nor children may use their mobile phones to take photographs at the 
Club. 
Please see our use of mobile phones policy for more information. 

All liaisons with other agencies such as schools, social care, police and MASH should be done in a 
timely manner. 

 
Preventing unsuitable people from working with children and young people 
The setting has a duty to ensure that people looking after children are suitable to fulfil the 
requirements for their role. The setting will follow safer recruitment practices including verifying 
qualifications and ensuring appropriate DBS and reference checks are undertaken. The setting will 
not allow people, whose suitability has not been checked, to have unsupervised contact with children. 
 
Whistleblowing 
The setting has a separate whistle-blowing policy which aims to help and protect both staff and 
children by: 

23. Preventing a problem getting worse;  

24. Safeguarding children and young people; 

25. Reducing the potential risks to others. 

The earlier a concern is raised, the easier and sooner the setting can take action.  

The responsibility for expressing concerns about unacceptable practice or behaviour rests with all 
staff, students and volunteers. 

 

Allegation against a person who works or volunteers with children: 
 
An allegation may relate to a person who works or volunteers with children who has: 

• behaved in a way that has harmed a child, or may have harmed a child 
• possibly committed a criminal offence against or related to a child 
• behaved towards a child or children in a what that indicates they may pose a risk of harm to children 

If an allegation is made against a person who works or volunteers with children, the following action will be taken 
(as ‘Allegation against a person who works or volunteers with children’ flowchart and guidance): 
The setting will ensure the immediate safety of the children. 

• The setting will not start to investigate but will immediately contact the Local Authority Designated 
Officer (LADO): 01223 727967. 

• If the LADO decides the matter is a child protection case, external/internal agencies (e.g. police) will be 
informed by the LADO and the setting will act upon the advice given to ensure that any investigation is 
not jeopardised. 

• The setting will notify Ofsted of a significant event  
• It may be necessary for the employer to suspend the alleged perpetrator.  Suspension is a neutral act to 

allow a thorough and fair investigation. 
• If it is agreed that the matter is not a child protection case, the setting will investigate the matter 

themselves.  

Contact numbers 
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Social Care: 0345 045 5203 
Out of hours contact: 01733 234 724 
LADO (Local Authority Designated Officer): 01223 727967 
CPSCB (Cambridge and Peterborough safeguarding children board) : 01480 373522  
Ofsted: 0300 123 1231 
Police: 999 (non emergency) 101 
NSPCC: 0808 800 500 
For Prevent concerns Call 101 and quote prevent. 
Anti-terrorist hotline: 0800 789321 
For Procedural enquiries email the Education safeguarding team: 
ECPS.general@cambridgeshire.gov.uk 
 
Management safeguarding responsibilities 

The owner fully recognises their responsibilities with regard to safeguarding and promoting the 
welfare of children. They will: 

• Designate a senior management member of staff for safeguarding (a ‘Safeguarding Officer’) 
who will monitor all the settings child protection policy and practice and champion good 
practice in relation to child protection and safeguarding. 

• Ensure that this policy is annually reviewed in conjunction with the setting’s Designated 
Person/s. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This policy was adopted by: Smartkidz Play and Learn Date: 1/11/17 

Dated reviewed: 20/11/18 
Dated reviewed: 15/11/2019 

To be reviewed: 15/11/2020 Signed:  

This policy has been adapted to coincide with the Cambridge shire county council model safeguarding 
policy 2019. 
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Special educational needs Policy 

Children with Additional Needs 

Our Club is aware that some children have additional needs and/or physical disabilities that 
require particular support and assistance. We are committed to taking appropriate action to 
make sure that all children are able to access our services, made to feel welcome, and that our 
activities promote their welfare and development. 

The Club is committed to the inclusion of all children in its care. The Club also believes that children 
with additional needs and/or physical disabilities have a right to play and be able to develop to their 
full potential alongside other children. Whenever possible, children with additional needs and/or 
physical disabilities will have access to the same facilities, activities and play opportunities as their 
peers. Everybody stands to gain if all children are allowed to share the same opportunities and are 
helped to overcome any disadvantages that they may face. 
The policies, procedures and practices of the Club in relation to children with additional needs and/or 
physical disabilities are consistent with current legislation and guidance. These include the Special 
Educational Needs and Disability Act 2001 and the Disability Discrimination Act 1995/2005. 
The Club believes that by identifying individual needs and taking proactive steps alongside 
parents/carers and other statutory professionals or agencies, all children should be able to enjoy their 
time at Smartkidz.. 
 
The playleader ensures that children with special educational needs and/or physical disabilities can 
access Smartkidz provision wherever possible. 
All members of staff will be expected to assist the playleader in caring for children with additional 
needs and/or physical disabilities. The playleader’s responsibilities will include: 
 

• Working alongside the Manager to ensure that all staff are aware of all legislation, regulations 
and other guidance on working with children with additional needs and/or physical disabilities.  

• Working with the Manager to ensure that all staff who work with children with additional needs 
and/or physical disabilities and have appropriate skills and training. 

• Assessing each child’s specific needs and adapting the Club’s facilities, procedures, practices 
and activities within the aims and objectives of Smartkidz. 

• Ensuring that systems are in place to adequately plan, implement, monitor, review and 
evaluate the Additional Needs policy. 

• Ensuring that children with additional needs and/or physical disability are fully considered 
when activities are being planned and prepared.  

• Liaising with parents/carers about the needs of their children and the plans and actions of the 
Club, as well as being the point of contact for parents/carers.  

• Liaising with other agencies and seeking advice, support and training for themselves and 
other staff as is necessary. 

• Supporting other members of staff to become more skilled and experienced in the care of 
children with additional needs and/or physical disabilities. 

• Ensuring that all children are treated with equal concern and respect. 

• Ensuring that accurate observations of how the children use the play space are used to reflect 
on practice and improve access for all. 

• Ensuring that the child or young person is fully consulted and independence is encouraged 
when possible.  Consideration will always be given to the dignity and choice of the individual 
and where necessary staff will seek strategies to enable good communication at all time. 

This policy was adopted by: Smartkidz Play and Learn Date: 1/11/17 
Dated reviewed: 20/11/18 
Dated reviewed: 21/11/19 

To be reviewed: 1/11/2019 Signed:  
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Smoking, Alcohol and Drugs 

 
 
Smoking 
Smoking is not permitted anywhere on the premises of Smartkidz Play and Learn Ltd, including 
outside play areas. This rule applies to everyone including staff, people collecting children or any 
other visitors.  

If we discover that a child has cigarettes in their possession while at the Club, we will confiscate the 
cigarettes and notify their parent or carer at the end of the session. 

Alcohol 
Anyone who arrives at the Club clearly under the influence of alcohol will be asked to leave 
immediately. If they are a member of staff, disciplinary procedures will follow.  

If we discover that a child has alcohol in their possession while at the Club, we will confiscate it and 
notify their parent or carer at the end of the session.  

Staff are asked not to bring alcohol onto the Club’s premises. 

Drugs 
Anyone who arrives at the Club clearly under the influence of illegal drugs will be asked to leave 
immediately. If they are a member of staff, serious disciplinary procedures will follow.  

If we discover that a child has illegal drugs in their possession while at the Club, we will inform their 
parent or carer. 

If a member of staff is taking prescription drugs that may affect their ability to function effectively, they 
must inform the manager as soon as possible and seek medical advice. The manager will then 
complete a risk assessment. Staff medication on the premises will be stored securely and out of reach 
of children at all times. 

Safeguarding children 

All members of staff have a duty to inform the Club manager and the designated Child Protection 
Officer (CPO) if they believe that a parent or carer is a threat to the safety of a child due their being 
under the influence of alcohol or illegal drugs when they drop off or collect their child. The manager 
and CPO will decide upon the appropriate course of action.  

If a parent or carer is clearly over the alcohol limit, or under the influence of illegal drugs, staff will do 
their utmost to prevent the child from travelling in a vehicle driven by them. If necessary the police will 
be called. 

Related policies 

Staff Disciplinary policy, Safeguarding policy. 

 

 
This policy was adopted by: Smartkidz Play and Learn Date: 1/11/17 

Dated reviewed: 20/11/18 
Dated reviewed: 20/11/19 

To be reviewed: 1/11/2019 Signed:  

 
 
Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2014): 
Safeguarding and Welfare Requirements: Safety and suitability of premises, environment and 
equipment [3.56] and Suitable people [3.19]. 
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Staff Policy 

 
The Club is committed to promoting a family, friendly employment practices to help staff balance work 
and family commitments. The Club will make every effort to be flexible with staff and to promote 
harmonious working relations.  
The Club will work with staff and their representatives to ensure that all employment legislation and 
regulations – including Statutory Maternity Pay, Statutory Paternity Pay, Parental Leave, Statutory 
Sick Pay and Working Time Regulations – are abided by. 
In return, the Club expects honesty, loyalty and diligence from its staff. 
The written detail of employment contracts, including rates and levels of pay and other terms and 
conditions, are the responsibility of the Registered Person. 
Staff should be aware that the minimum-staffing ratio for children aged 4-7 will be 1:15. However in 
some circumstance the ratio of staff to children may need to be higher.  
 
Code of conduct 
All members of staff are expected to conduct themselves at all time in a professional, courteous, 
helpful, warm and consistent manner.  
Staff members are expected to wear name badges while working within the out of school clubs. 
Members of staff are expected to display both knowledge and understanding of safeguarding, multi-
cultural issues and a commitment to treating all children as individuals and with equal concern and 
respect. 
Members of staff will have regard for wearing appropriate clothes and shoes when working with 
children and with awareness of health and safety issues and for both supervising indoors and 
outdoors. 
Personal mobiles must be kept away and not used during working hours. Please see our Mobile 
phone policy. 
Under no circumstances should any arguments or disagreements between members of staff occur in 
the presence of children or parents/carers. 
No smoking, alcohol or drug use is allowed on the club’s premises. 
No bullying, swearing, harassment or victimisation will be tolerated on the club’s premises. 
Offensive behaviour such as sexist or racist language or harassment will not be tolerated. 
All staff are expected to treat everyone respectfully at all times and inappropriate behaviour may lead 
to disciplinary action. 
Confidentiality 
Staff have a right to privacy, as do children and their parents/carers. Personal details should not be 
discussed except in exceptional circumstances.  
The Manager, staff, volunteers and any other individual associated with the running or management 
of the Club will respect confidentiality by: 

• Not discussing individual incidents, behaviour or information of children in front of 
parents/carers and other children 

• Not discussing confidential matters about children with other parents/carers.  

• Not discussing confidential matters about parents/carers with children or other parents/carers.  

• Not discussing confidential information about other staff members. 

• Only passing sensitive information, in written or oral form, to relevant people. 

 
In circumstances where staff have good reason to believe that a child is at risk, or is likely to be at 
risk, of child abuse or neglect, the Child Protection policy will override confidentiality on a ‘need to 
know’ basis.  
Staff failing to show due regard for confidentiality will be liable to disciplinary action under the 
provisions of the Staff Disciplinary Procedures policy. 
If a staff member works in more than one setting they must be aware that they must not share 
information regarding children and families between settings. If there are concerns about a child’s 
protection please refer to the child protection policy. 
Under no circumstances should staff provide any information about children to any branch of the 
media. All media enquires should be passed in the first instance to the Manager. 
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Valuing Staff 
The Management of Smartkidz Play and Learn Ltd will arrange regular staff meetings where all staff 
are able to discuss and contribute in a positive manner. 
The club manager should encourage staff to contribute to the development and quality of the 
programme of activities provided. 
All staff will have an annual appraisal and will be encouraged to attend training courses to enhance 
their skills. 
Your line manager will make himself or herself available to staff to discuss any concerns relating to 
the club where possible. 
 
Absences 
Staff should negotiate statutory annual leave with the Manager, in all cases giving as much notice as 
possible. Staff that work term time only and overtime hours during the holiday will be expected to take 
holiday during holiday days and ANY time taken off during term time hours will be unpaid. 
 
If staff require compassionate leave this should be negotiated with the manager.   
 
If staff are unable to attend work due to illness or other medical condition, they must contact the 
Manager or Playleader prior to the start of the working day.  
Staff should indicate why they are unable to attend work and when they expect to return. 
On returning to work, staff should complete a self-certification form for any sickness absence.  
For absences of longer than seven days, a doctor’s certificate must be submitted. 
The Manager will keep records of all sick leave, other absences and lateness. 
The Manager will ensure that suitable and sufficient contingency plans are in place to cover 
emergencies, unexpected staff absences, staff breaks, holidays and sickness. 
 

Staff behaviour Procedure 

 
Smartkidz Play and Learn Ltd aims to have a team of well-motivated, highly skilled and professional 
staff. However, should the behaviour or performance of a member of staff fall below the high 
standards that we expect we will follow the procedure set out below.  
 
Staff will not be dismissed for a first breach of discipline except in the case of gross misconduct. 
 
Staff have the right to appeal at all stages of the procedure and this will be confirmed within the 
warning or dismissal letter. The member of staff will have the opportunity to ask questions and answer 
allegations, and has the right to be accompanied by a colleague or union representative. 
 
Minor offences 
The manager will try to resolve the matter by informal discussions with the member of staff. If this 
does not resolve the problem, the formal disciplinary procedure will be followed. 
 
Stage 1: Formal verbal warning 
The manager will give the member of staff a formal verbal warning which must include: 

• the reason for the warning 
• that this is the first stage of the disciplinary procedure 
• an explanation of their right to appeal.  
 

A note of the warning will be kept on the staff member’s personnel file, but it will be disregarded after 
six months if their performance or conduct is satisfactory.  
 
Stage 2: First written warning 

If the offence is a serious one, or if there is no improvement, the manager will give the member of 
staff a written warning which must: 

• give details of the complaint 
• warn that a final written warning will follow if there is no improvement in their conduct or 

behaviour, or if there is a further breach of Club rules 
• explain their right to appeal. 
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A copy of the written warning will be kept on their personnel file but will be disregarded after 12 
months if their performance or conduct is satisfactory. 
 
Stage 3: Final written warning 

If there is still no improvement in the staff member’s performance, the manager will give them a final 
written warning which: 

• gives details of the complaint 
• warns that dismissal will result if there is no satisfactory improvement 
• explains their right to appeal. 
 

A copy of the final written warning will be kept on file, but will be disregarded after 24 months if the 
performance or conduct of the member of staff remains satisfactory. 
 
Stage 4: Dismissal 

If, during the period of the final written warning, there is a further breach of Club rules, or if the 
member of staff’s performance has still not improved, dismissal will normally result. The manager will 
give the member of staff written reasons for the dismissal, the date on which their employment ends 
and information about their right to appeal. 
 
Gross misconduct 

Staff will be dismissed without notice if they are found to have committed an act of gross misconduct. 
Examples of gross misconduct include:  

 
• Child abuse  
• Failing to comply with health and safety requirements  
• Physical violence 
• Ignoring a direct instruction given by the manager 
• Persistent bullying, sexual or racial harassment 
• Being unfit for work through alcohol or illegal drug use 
• Theft, fraud or falsification of documents 
• Being an unfit person under the terms of the Statutory Framework for the Early Years Foundation 

Stage (Section 75 of the Childcare Act 2006) or the Children’s Act 1989. 
 
The manager will investigate the alleged incident thoroughly before any decision to dismiss is made.  
 
Referral to Disclosure and Barring Service 

If a member of staff is dismissed (or would have been dismissed if they had not left the setting first) 
because they have harmed a child or put a child at risk of harm we will make a referral to the 
Disclosure and Barring Service. 
 
Notification to Ofsted 

The Club will notify Ofsted if a member of staff becomes disqualified, or if any significant event occurs 
which is likely to affect their suitability. Note that a member of staff could become disqualified through 
the actions of a partner or housemate. 
 
Appeals 

A member of staff wishing to appeal against a disciplinary decision must do so in writing and within 
five working days of being informed of the decision. A meeting to hear the appeal will be set up no 
more than ten working days later. If possible, the registered person, or a member of the management 
committee or a senior member of staff [delete as appropriate to your setting] who was not involved in 
the original disciplinary action, will hear the appeal and make an impartial and final decision. 
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Staff Induction and Development 

 

Each new member of staff at Smartkidz play and Learn receives a copy of all of the Club’s policies 
and procedures (this may be a link through email to the website version). Within the first month of 

their employment, the manager will discuss the practical implications of the Club’s policies and 
procedures with them. The new staff member will sign the Policy Confirmation Slip to confirm that 

they have read and understood the Club’s policies. 

All new staff will receive induction training which will include:  

• Introduction to their colleagues and children.  
• Introduction to the play policy and PARS and how it works in practice  
• Tour of the premises including: identification of all fire exits, location of first aid kit and fire safety 

equipment, and information about the emergency evacuation procedures; outside play areas, fire 
assembly points, collection points at the school, route from the school to the Club etc, and 
identification of any known hazards 

• Thorough briefing about the Club’s safeguarding and child protection policy and procedures and 
about our Equal Opportunities policy and ethos. 

• Location of Club records and documentation, storage, toilets etc 
• Overview of all aspects of the day-to-day management and running of the Club 
• Explanation of the Club’s obligation to comply with the Early Years Foundation Stage (EYFS) 
• Explanation of the processes for appraisals, training and development, booking holidays, sickness 

absence, staffing rota, etc. 

Development and training 
To ensure that staff development needs are being met, and that staff training and qualifications are 
meeting the requirements of the Club and the Statutory Framework for the Early Years Foundation 
Stage, we provide all our staff with:  

• a thorough induction process 
• a system of regular appraisals and reviews 
• opportunities for training and professional development. 

We also keep an up to date record of staff qualifications and maintain a training development plan.  

Appraisals and reviews  

Supervision is a formal and recorded process through which the professional actions of staff are 
examined and regularly reviewed. It provides a recorded system of decision-making that is audited to 
improve practice and to improve the service that is provided to children and parents. 

Supervision acts as a means for ensuring that members of staff have access to the support, training 
and procedures they require for professional growth and development. 

Supervision enables supervisors and supervisees to examine and reflect on the quality of their 
practice and to facilitate discussion. Supervision meetings should provide opportunities for staff to: 

• discuss any issues – particularly concerning children’s development and well-being 
• identify solutions to address issues as they arise; and 
• receive coaching to improve their personal effectiveness 

 
At Smartkidz their designated line manager supervises all practitioners who work directly with children 
and families. 

Supervision meetings are held every term for each staff member, unless the line manager feels a 
more regular supervision is needed. 

Supervision meetings are conducted in line with existing procedures and are held in a confidential 
space suitable for the task. 

Supervision agreements are drawn up for all staff. 

The supervisor retains a copy of the supervision record form and a copy provided to the supervisee. 
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Each member of staff has a supervision file which holds a copy of the supervision agreement and 
their supervision record form. The supervision file is stored securely at all times. 

All supervision meetings must include discussions concerning the development and well being of 
each of the supervisee’s key children. 

Where concerns are raised, the supervisor and supervisee must seek to identify solutions and identify 
further actions that need to be taken – these are recorded on the child’s file and may include support 
from external agencies. 

All aspects of supervision must ultimately focus on promoting the interests of children. 

During supervision meetings members of staff are able to discuss any concerns they have about 
inappropriate behaviour displayed by colleagues. 
 
During supervision meetings staff are reminded of the need to disclose any convictions, cautions, 
court orders, reprimands and warnings relating to themselves (or anyone in their household) which 
may affect their suitability to work with children that have occurred during their employment with the 
setting. Any new information is referred immediately to playleader. 

Training  
The manager will identify and promote suitable training courses for staff so that they can expand their 
professional development and keep their knowledge of childcare and playwork issues up to date. Staff 
are expected to attend training courses as and when requested by their manager. 

Staff meetings 
Staff meetings provide a forum in which staff can share information, solve problems and raise work 
issues. Staff meetings are held once every half term (last week of each half term) unless other 
meeting are needed and these dates will be given to you at least 7 days prior to meeting date where 
possible. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
This policy was adopted by: Smartkidz Play and Learn Date: 1/11/17 

Dated reviewed: 20/11/18 
Dated reviewed: 12/08/19 
 

To be reviewed: 1/11/2019 Signed:  
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 Uncollected child Policy 
 
 
Smartkidz Play and Learn endeavours to ensure that a parent or carer collects all children at the end 
of each session. If a child is not collected and the parents have not notified us that they will be 
delayed, we will follow the procedure set out below. 
 
Up to 15 minutes late 

• When the parent or carer arrives they will be reminded that they must call the club to notify us 
if they are delayed. 

• A late fee charge of £5.00 will be added to your child’s bill. 
 
Over 15 minutes late 

• The manager on duty will attempt to contact the parents. If they cannot be reached a message 
will be left on their voicemail. 

• The manager will then attempt to ring the Emergency contacts listed on the child’s registration 
form, Emergency contacts on the form will be asked to collect the child. 

• While the child is in the care of Smartkidz Play and Learn there will be at least 2 members of 
staff present. 

• When the parent or carer arrives they will be reminded that they must call the setting to notify 
the club that they are delayed. 

• A full session late fee will be added to the child’s bill. 
 
Over 30 minutes late 

• If the manager has been unable to contact the child’s parents or emergency contacts are 
unavailable or unable to collect the child, the manager will contact the local social care team 
for advice. 

• The child will remain in the care of 2 members of staff and within the club’s premises, until the 
child is collected or placed in the care of the social care team. 

 
Managing persistent lateness 
 
The manager will record incidents of late collections and will discuss them with the child’s parent or 
carers. Parents and carers will be reminded that if they persistently collect their child late they may 
lose their place at the club. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This policy was adopted by: Smartkidz Play and Learn Date: 1/11/17 

Dated reviewed: 20/11/18 
Dated reviewed: 12/08/19 

To be reviewed: 1/11/2019 Signed:  

 
 
Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2014): 
Safeguarding and Welfare requirements: Child Protection [3.4]. 
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Visitors Policy 

 
 
 
Smartkidz Play and Learn Ltd is committed to providing a safe and secure environment for the 
children in our care. When we have visitors to our club we need to ensure that this will not have a 
detrimental effect on the children’s well-being or their self-directed activities, and that the person in 
question has a valid reason for visiting the club. Accordingly, when a visitor arrives at the club we will 
follow the procedure set out below  
 

• All visitors to the Club must sign the Visitor Log. 

• The identity of the visitor will be checked and this will be recorded on the Visitor Log.  

• If staff require further reassurance of the identity of the visitor, they will phone the employing 
organisation of the visitor, e.g. Ofsted, Local Authority, Environmental Health Department, etc, 
for further confirmation. If this is not possible, staff will seek the advice of the Club Manager. 

• The reason for visit will be recorded. 

• Visitors will be offered a copy of our Mission Statement and our Play Policy on arrival where 
appropriate. 

• Visitors will never be left alone or unsupervised with the children.  

• If a visitor has no reason to be on the Club’s premises staff will escort them from the 
premises. 

• If the visitor refuses to leave, staff will call the police. In such an event an Incident Record 
will be completed and the manager will be immediately notified.  

• When a visitor leaves the premises, we will record the time of departure on the Visitor Log. 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This policy was adopted by: Smartkidz Play and Learn Date: 1/11/17 

Dated reviewed: 20/11/18 
Dated reviewed: 20/11/19 

To be reviewed: 1/11/2019 Signed:  

 
 
Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2014): 
Safeguarding and Welfare Requirements: Safety and suitability of premises, environment and 
equipment [3.62]. 
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Whistle Blowing Procedure 

 
Smartkidz Play and Learn are committed to the highest possible standards and recognises that its 
staff are often the first to realize that there may be something wring within the setting. However, they 
may not express their concerns because they feel speaking up would be disloyal to their colleagues 
or they may fear harassment or victimization. In these circumstances, it may be easier to ignore the 
concern rather than report what may just be suspicion of malpractice. 
 
The public interest disclosure act 1998 protects workers who raise concerns from victimization or 
harassment. In accordance with that act and its commitment to the highest standards of service 
delivery, Smartkidz actively encourages its workers with concerns about any aspect of the setting’s 
practice or staff member’s conduct to come forward and voice those concerns, in confidence, within 
the setting rather than overlooking a problem. 
 
Objective 
The aim of the policy and associated procedures is to establish an internal procedure with will 
encourage and enable staff to raise concerns about any aspect of Smartkidz’ practice, which do not 
meet the criteria for being dealt with as a complaint, grievance or allegation, in confidence and without 
fear of reprisals, to ensure that Smartkidz works within best practice and safeguard children and 
young people. 
 
Scope 
Concerns that should be raised via the whistle blowing policy may be in relation to the 
actions/behaviours of other staff, or about something that is perceived as: 

• Unlawful 
• Failing to apply with the settings policies and procedures. 
• Poor practice. 
• Improper conduct. 

Principles 
The policy is based on the following fundamental principles: 

• The staff have a right to raise concerns about perceived unacceptable practice or behaviour. 
• The responsibility for expressing concerns about unacceptable practice or behaviour rests 

with all staff. 
• The settings will not tolerate harassment or victimisation and will tae action to protect workers 

when they raise a concern in good faith. 
• The setting will do its best to protect a whistle blowers identity when he/she raises a concern 

and does not want his/her name to be disclosed. However, if the concern raised needs to be 
addressed through another procedure, e.g. disciplinary procedure, the worker may be 
required to provide a signed statement as part of the evidence. 

• In some circumstances the setting may have to disclose the identity of the worker without 
his/her consent, although this will be discussed with the worker first. 

• Appropriate advice and support will be made available to staff. 
• Those who raise concerns will be kept informed of the progress and outcome of any 

investigation. 
• The setting will not tolerate malicious allegations and this may be considered a disciplinary 

offence. 

Procedures 
Procedures for reporting and investigating “whistle blowing” concerns have been developed to ensure 
that: 

• Staff can raise a concern, no matter how small they may appear, internally as a matter of 
course, and receive feedback on any action taken. 

• Concerns are taken seriously and dealt with quickly and appropriately. 
• Staff are reassured that they will be protected from reprisals or victimisation for whistle 

blowing in good faith. 
• Staff can take the matter further if they are dissatisfied with the setting response and seek 

external advice and guidance. 
• Issues raised are addressed via other procedures and policies as appropriate e.g. 

safeguarding, allegations against an adult working in a setting, grievance, disciplinary, health 
and safety. 

• Appropriate records are maintained for monitoring purposes. 
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Raising a concern 
Staff should raise concerns with the manager. Concerns should be raised in writing and include: 

• Reference to the fact that it is a whistle blowing disclosure. 
• The background and history of the concerns. 
• Names, date sand places (where possible). 
• The reason why the individual is concerned about the situation. 

Staff who feel unable to put their concern in writing, can telephone or meet the manager. 
 
Who you should contact: 
 
Overall Safeguarding leads within Smartkidz Play 
and Learn 

Emma Lythgoe- Safeguarding officer 

Adam Smart- In the event Emma is unavailable 

Girton DCPO Emma Lythgoe 

Haddenham DCPO Maria Gruncell 

Ridgefield DCPO Amy Stebbings 

Mayfield DCPO Faiza Djermane 

 
Investigation 
 
The action taken will depend on the nature of the concern. All matters raised, with exception of an 
allegation against a staff member, or unlawful activity, will be investigated internally. 
 
The appropriate person/s will investigate the concerns thoroughly, ensuring that a written response 
can be provided within ten working days. 
 
The response should include details of how the matter was investigated, conclusions drawn from the 
investigation, and whom to contact should the staff member be unhappy with the response and wish 
to raise the matter. 
 
If the investigation cannot be completed within the timescale above, the staff member should receive 
a response that indicates: 

• Progress to date. 
• How the matter is being dealt with. 
• How long it will take to provide a final response. 

In order to protect individuals, initial enquiries, usually involving a meeting with the individual raining a 
concern, will be made to decide whether an investigation is appropriate and, if so, what form it should 
take. Concerns or allegations that raise issues that fall within the scope of other policies/procedures, 
will be addressed under those procedures. 
 
Some concerns may be resolved at this initial stage simply, by agreed action or an explanation 
regarding the concern, without the need for further investigation. 
 
If you do not feel that the complaint has been dealt with effectively or you still have concerns, you 
have a right to refer your concerns to Ofsted. 
 
An allegation may  relate to a person who works or volunteers with children who has: 

• Behaved in a way that has harmed a child, or may have harmed a child. 
• Possibly committed a criminal offence against or related to a child. 
• Behaved towards a child or children in a way that indicates they may pose a risk of harm to 

children. 

If you feel a concern meets this criteria, please follow the process in the blue and yellow allegation 
flow chart that is on our staff and parents board within each setting. 

Numbers to call can be found on our staff and parents board or in our safeguarding policy 
This policy was adopted by: Smartkidz Play and Learn Dated reviewed: 4/12/2019 

To be reviewed: 1/11/2019 Signed:  
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Equalities Policy 

 
 
 At Smartkidz play and learn we will ensure that we provide a safe and caring environment, free from 
discrimination, for everyone in our community including children with additional needs. To achieve the 
Club’s objective of creating an environment free from discrimination and welcoming to all, the Club 
will: 
 
 • Respect the different racial origins, religions, cultures and languages in a multi-ethnic society so 
that each child is valued as an individual without racial or gender stereotyping. 
 • Not discriminate against children on the grounds of disability, sexual orientation, class, family status 
or HIV/Aids status.  
• Help all children to celebrate and express their cultural and religious identity by providing a wide 
range of appropriate resources and activities.  
• Strive to ensure that children feel good about themselves and others, by celebrating the differences 
which make us all unique individuals.  
• Ensure that its services are available to all parents/carers and children in the local community. 
 • Ensure that the Club’s recruitment policies and procedures are open, fair and nondiscriminatory.  
• Work to fulfil all the legal requirements of the Equality Act 2010. 
 • We will monitor and review the effectiveness of our inclusive practice by conducting an Inclusion 
Audit on an annual basis.  
 
Challenging inappropriate attitudes and practices 
We will challenge inappropriate attitudes and practices by staff modeling anti-discriminatory behavior 
at all times.  
 
Racial harassment  
The Club will not tolerate any form of racial harassment. The Club will challenge racist and 
discriminatory remarks, attitudes and behavior from the children at the Club, from staff and from any 
other adults on Club premises (eg parents/carers collecting children).  
 
 
Each Playleader is responsible for ensuring that: 
 • Staff receive relevant and appropriate training  
• The Equalities policy is consistent with current legislation and guidance 
 • Appropriate action is taken wherever discriminatory behavior, language or attitudes occur.  
 
Children with additional needs  
Our Club recognises that some children have additional needs or physical disabilities that require 
particular support and assistance. We will assess the individual needs of each child in consultation 
with their parents prior to their attending the Club, and will make reasonable adjustments to ensure 
that children can access our services and are made to feel welcome. Where one-to-one support is 
required we will assist parents in accessing the funding required to provide the additional care.  
 
This policy was adopted by: [Insert club name] Date: To be reviewed: [Insert date] Signed: [by 
Manager/Proprietor] Written in accordance with the Statutory Framework for the Early Years 
Foundation Stage (2017): Safeguarding and Welfare requirements: Equal opportunities [3.67], 
Information for parents and careers [3.73], and Child protection [3.7]. 
 
 
 
 
 
This policy was adopted by: Smartkidz Play and Learn Date: 1/11/17 

Dated reviewed: 20/11/18 
Dated reviewed: 21/11/19 

To be reviewed: 1/11/2019 Signed:  
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Visits and Outings policy  

  
 
Before taking children out of the building the Playleader must check we have the parents’ consent 
forms signed (Parents booking in on this day is consent that they can attend the trip). Registers must 
be taken before leaving the building. The Manager must also be informed that a group is going on a 
trip and how many children and adults are going. A register must be taken and kept safe at all times. 
Within the group each Playleader must carry the Club phone.  
 
If travelling in a vehicle seat belts and appropriate child seats must be used. An adult (parent or staff) 
must accompany the children at all times. 
 
The outing checklist must be checked before leaving the building: 
 
- First Aid kit (checked to make sure fully stocked) with closed water bottle included (for cleaning 
wounds). 
- Individual children’s medication i.e. asthma pumps and Epi-pens. 
- First aid book. 
- Outings register and children’s records- In line with GDPR. 
- Packed lunches of children. 
- Children’s snacks. 
- Risk assessment. 
- Necessary resources for the trip to enhance the experience for the children. (i.e. buckets and 
spades for the beach, Forest school equipment for Thetford forest etc… Be imaginative). 
 
Contact details and medical information for all children and all adults must be taken by each 
Playleader for their club. These details must be recorded in abbreviated form on the Trip Register. 
Full Registration forms must not be taken on trips or outings. Duplicate trip registers/child’s details will 
be destroyed on arrival back to club. Main register will be put in the main register folder and locked 
away. 
 
A copy of the Trip Register will also be held by a senior member of staff who will travel separately to 
the children and Playleaders. This copy will be destroyed on return to the club. 
 
Children should be talked through any potential hazards and told to remain with staff at all times.  
They should be involved in planning their behavior on the trip.  If the outing involves livestock a talk 
about hygiene must be given to the children. Adults must make sure children do not put fingers in 
their mouths and they must wash their hands immediately after handling animals or the animal’s 
environment. 
 
A risk assessment must be carried out before any trip and the risk assessment form must be 
completed and sent to all staff involved in the trip. 
 
During visits and outings, the staff to children ratio will be a minimum of 1 member of staff to every 8 
children, always subject to the nature of the activity and risk assessment. 
 
-The children will remain under close supervision at all times.   
-All children will have a wrist band with the club number on..  
 
Regular head counts will be taken throughout the trip in addition to the register being taken…  
-At the start of the day (By parents) 
-Once the children are on the coach before departure.  
-At lunch time 
-When the children get back on the coach at the end of the trip  
-When back in the club. 
 
It is compulsory for each staff to wearing the Club badge or uniform.  
 
This policy was adopted by: Smartkidz Play and Learn Date: 18/04/2018 

Date reviewed: 28/08/2019 
To be reviewed: 1/11/2019 Signed:  
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Health and Safety Policy 
 
 
Smartkidz play and Learn considers health and safety to be of utmost importance.  
 
We comply with The Health and Safety at Work Act 1974 and the Workplace (Health, Safety and 
Welfare) Regulations 1992 at all times.  
The Club has appropriate insurance cover, including employer’s liability insurance and public liability 
insurance.  
 
Each member of staff follows the Club’s Health and Safety policy and is responsible for:  
• Maintaining a safe environment . 
• Taking reasonable care for the health and safety of themselves and others attending the Club.  
• Reporting all accidents and incidents, which have caused injury or damage or may do so in the 
future. 
• Undertaking relevant health and safety training when required to do so by the manager. Any 
member of staff who disregards safety instructions or recognised safe practices will be subject to 
disciplinary procedures.  
 
Responsibilities of the registered person  
The registered person for the setting holds ultimate responsibility and liability for the safe operation of 
the Club. The registered person will ensure that: 
 • They nominate a Health and Safety Officer. The designated Health and Safety Officer is Adam 
Smart. 
• A copy of the current Health and Safety At Work poster is displayed (poster is available here: 
http://www.hse.gov.uk/pubns/books/lawposter.htm )  
• All staff receive information on health and safety matters, and receive training where necessary.  
• The Health and Safety policy and procedures are reviewed regularly 
• Staff understand and follow health and safety procedures  
• Resources are provided to meet the Club’s health and safety responsibilities  
• All accidents, incidents and dangerous occurrences are properly reported and recorded. This 
includes informing Ofsted, child protection agencies and the Health and Safety Executive under 
RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995) where 
appropriate.  
• All reported accidents, incidents and dangerous occurrences are reviewed, so that preventative 
measures can be taken.  
 
Responsibilities of the Playleader/Manager  
The Club’s manager is responsible for ensuring that at each session:  
• Premises are clean, well lit, adequately ventilated and maintained at an appropriate temperature  
• The premises are used by and solely available to the Club during opening hours  
• All the Club’s equipment is safely and securely stored  
• Children are only allowed in the kitchen if properly supervised (eg for a cooking activity)  
• A working telephone is available on the premises at all times  
• Chemicals and cleaning materials are stored appropriately, and in accordance with COSHH data 
sheets.  
• External pathways are cleared in severe weather  
• Daily environment checks are carried out in accordance with our Risk Assessment policy.  
 
Security  
Children are not allowed to leave the Club premises during the session unless prior permission has 
been given by the parents (for example, to attend other extra-curricular activities), booking an extra 
curricular club within the school and Smartkidz on the same day would be showing consent for this to 
happen.  
Risk assessments for each club cover security in where doors need to be unlocked. Staff monitor the 
entrances and exits to the premises throughout the session.  
 
All visitors to the Club must sign the Visitor Log and give the reason for their visit. Visitors will never 
be left alone with the children. Security procedures will be regularly reviewed by the manager, in 
consultation with staff and parents.  
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Toys and equipment  
All furniture, toys and equipment are kept clean, well maintained and in good repair. We select toys, 
equipment and resources with care, and we carry out risk assessments before the children are 
allowed to use them. Broken toys and equipment are disposed of promptly. We ensure that any 
flammable equipment is stored safely.  
 
Loose parts 
Our clubs have a high level of loose parts (including tyres, pallets, drain pipes, crates etc….) although 
we do our upmost to keep these maintained where necessary, this equipment may be rough, heavy 
and/or broken in parts. We believe that these   
 
Food and personal hygiene  
Staff at Smartkidz Play and Learn maintain high standards of personal hygiene, and take all 
practicable steps to prevent and control the spread of infection.  
 
• A generally clean environment is maintained at all times.  
• Toilets are cleaned daily and soap and hand drying facilities are always available.  
• Staff are trained in food hygiene and follow appropriate guidelines.  
• Waste is disposed of safely and all bins are kept covered.  
• Staff ensure that children wash their hands before handling food or drink and after using the toilet. 
• Cuts and abrasions (whether on children or staff) are kept covered.  

• Dealing with body fluids Spillages of blood, vomit, urine and faeces will be cleaned up 
immediately in accordance with our Intimate Care policy.  

 
Staffing levels  
Staff ratios and levels of supervision are always appropriate to the number, ages and abilities of the 
children present, and to the risks associated with the activities being undertaken. A minimum of two 
members of staff are on duty at any time.  
 
Related policies See also our related policies: Illness and Accidents, Emergency Evacuation, Healthy 
Eating, Safeguarding, Administering Medication, Risk Assessment, Manual Handling, Fire Safety, and 
Intimate Care, Visitor.  
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