SAFE & SOUND

St. Patrick’s Catholic Primary School


OPERATIONAL POLICIES
Mission Statement:

Safe & Sound aims to provide childcare in a warm, secure and supportive environment where each child feels a sense of belonging and develops confidence, self-esteem, personal motivation and control.

Our Objectives are:

· To provide sufficient and appropriate qualified practitioners who work well together as a team and share a commitment to providing quality care for young children.

· To develop supportive adult/child relationships which create a secure framework for children’s actions, communication and friendships.

· To develop purposeful relationships with parents and carers.

· To ensure the physical environment is safe and secure and that appropriate expectations exist which provide boundaries for children’s behaviour and raise their awareness of other people’s feelings.

· To ensure that systems are in place, which acknowledge the nature of children, their individuality, reliance and need for re-assurance and comfort.

Code Of Conduct

The staff of ‘Safe & Sound’ must maintain confidentiality at all times. Any information regarding clients, gained through their employment at ‘Safe & Sound’ must not be discussed in the community. Any queries from a third party should always be directed to the Head of School.
Policies and Procedures

Please see Policy File for following documentation:

Policies: Admissions, Equipment & Food Safety Policy, Health & Safety, Equal Opportunities, Behaviour Policy, Child Protection, Special Educational Needs, Uncollected Children, Food Management, Withdrawal of Childcare Places, Staff Development, Charging Policy & Staff Charging Policy.

Statements: Parents / Carers,

Procedures: Arrival & Departure, Fire Drill, Accidents, Emergency Contact Information, Toilets, Food Preparation, and Complaints.

Use of Space

The Safe & Sound area is on one level allowing full mobility. It is set out to encourage children to access the resources that are available. There are many opportunities for children to have free choice and to select their own activities and resources. There is a quiet area, a working area with tables and chairs, a computer area, a practical area, a carpeted play area.
 Toilets are next to the Safe & Sound area.

Resources are labelled and are easily accessible. The outdoor environment with the paved area immediately outside Safe & Sound is ideal for taking resources and toys outside. The area includes a large marked out road system, which is excellent for bikes and scooters, grassed areas and a climbing frame. The children also have access to the sensory garden.

The outdoor area is checked daily by the caretaker. Staff are also vigilant when setting out equipment for outdoor play.

Supervision of pupils is the paramount to all staff; children are always appropriately supervised with an adult ratio of at least 1 – 8. Safety is stressed at all times with children encouraged and directed to use the equipment properly.

Major Accidents                                                                                                                                                        
· Apply First Aid

· Call an Ambulance providing details of injury, the location of Safe and Sound and the name of the child

· Call the child’s parent or carer  
If the child’s parents or carer has not arrived at Safe and Sound by the time the ambulance is ready to leave, then a member of staff must accompany the child to hospital with the child’s medical form.
The deputy manager must ensure that the adult: child ratio is maintained by contacting additional staff.

The Head of School must be informed immediately (by phone if necessary) of any major accidents. An incident report form should be completed as soon as possible after the accident and given to the headteacher.

Emergency Contact Information
In the case of an accident occurring of which a child’s parent/carer needs to be informed, contact should be made with the relevant parent by the Deputy managers. 

Emergency contact numbers are kept in the Safe and Sound filing cabinet.
Preparing Food
At least one member of staff on duty will have a qualification in Basic Food Hygiene. The following procedures will be followed:

· All staff must wear a clean overall when dealing with food.

· All surfaces must be thoroughly cleaned including those tables where the children are to eat.

· Snack is served and when children have finished, ensure tables and all surfaces are clear.

· Sweep floor

· Wash up

· Tidy Kitchen
· Fill out food standards form

NB

· While food is being prepared in the kitchen, no other activities should be going on in the kitchen.

· Smoking is not allowed in the premises

· While the cooker is in use, children are not allowed in the kitchen area.

· All food is stored in the fridge or cupboards

· Any breakages or faults in the equipment should be notified to the Head of School by the deputy managers as soon as possible.

· A first aid box is kept in the kitchen cupboard containing blue plasters/gloves whilst food is being prepared.

Toilet Routine
· Toilets are to be cleaned by the cleaner every morning and evening. (They are checked every hour and then signed off by a member of staff)
· Sinks are to be cleaned by the cleaner

· Soaps are to be replaced when needed by the cleaner

· Toilet papers are to be replaced when needed by the cleaner

· Bin to be emptied daily by the cleaner

Fire
A fire drill will take place each term.

EVACUATION PROCEDURES

When it is necessary to evacuate the building, the following procedure should be adapted.

· All children must leave the building in a rapid but orderly manner using the nearest exit, which will usually be the door that leads onto outside playground.
· The fire evacuation notice on display clearly indicates the assembly point for children attending Safe and Sound.

· The deputy managers should check the toilets and that everyone has left the area.

· A register of all children and staff will be taken immediately and any missing persons will be reported as soon as possible.

· Under no circumstances should the building be re-entered until advised that it is safe to do so by the deputy manager.
Minor Accidents
ACCIDENTS AND FIRST AID

A selection of first aid materials are kept in a First Aid box in the practical area.

When an accident occurs inside or outside, the child must be brought to the first aider on duty and they will be responsible for dealing with the matter.
Mrs Glaze, Miss. Govan and Miss. Radcliffe and Miss Hunter, Miss Mayo, and Mrs Worthington and Mrs robinson are qualified first aiders. Miss Govan and Mrs Worthington are qualified in paediatric First Aid. When staff are dealing with an injury/accident involving body fluids, blood, salvia, urine or vomit they must wear gloves and an apron.

The deputy manager will make the decision to contact the parents/carers or to arrange transport to go to hospital. It is the deputy manager’s responsibility to make an entry into the accident book, this is located near the kitchen area of Safe and Sound. Parents/carers must be informed of the injury when the child is collected they will be given a first aid slip.
Activities Provided

Activities are planned in advance and recorded on a planning sheet. We aim to provide various sessions from painting and craftwork, to stories, music and ICT, together with free playtime. Each activity will depend upon the age group of the children.      

Staffing Structure & Deployment

Head of School: Mrs Hobden

Deputy Managers:             
Mrs Glaze      
HLTA, First Aid, Food Hygiene, Paediatric First Aid             

Miss K Govan


HLTA, First Aid. Food Hygiene, Paediatric First Aid
Miss R. Radcliffe            NVQ Level 3, Paediatric First Aid
Miss K. Mayo NVQ Level 3 

Playcare Workers:

                                      Qualifications: 
Mrs M. Hollingsworth    Food Hygiene
                                        Mrs Holding                     NVQ Level 3 (employed at L2)




Mrs K. Worthington
NVQ Level 2





Miss A. Hunter

NVQ Level 3 (employed at L2)
                                        Miss C. Rodden                 NVQ level 2 
                                       Mr Birchall                        Sports Coach   

                                       Miss Atherton

                                      Miss Fishwick                     NVQ level 3 (employed at L2)

                                       Miss Mailey                        Level 2 

All staff have received Safe Guarding training/ E-Safety
Staff have individual rotas and these are amended as necessary. 

Staff cover (illness / in-service training) for Breakfast & After School Clubs will be provided by Mrs Hobden and Miss Tracey, Mr McConnell and Mrs Mailey or a qualified person on the emergency contact list.

Staff are employed on a shift system during Holiday Care. This is amended according to need.

Management of Staff

Supervision:

The Head teacher has overall responsibility for the management of Safe & Sound.  The deputy managers, as the representatives of the Management Team, will have overall control on a day-to-day basis, overseeing its smooth running. Mrs. Hobden, will form an ‘on call’ rota to support the deputy managers should an emergency occur. (See diary for dates)

The deputy managers oversee and are responsible for the staff working in Safe & Sound. They have overall responsibility for the activities within Safe & Sound. All the staff plan the programme of activities and record them in the planning file.

Procedure for Managing Staff Sickness

Breakfast & After School Clubs 

If a member of staff is unfit for work they must ring Mrs Hobden or a Deputy as soon as possible but no later than 7.00am on the day of absence. They must inform Mrs Hobden or the Deputy Managers how long they expect to be unfit for work and provide a doctor’s note from the fifth day of absence. Five days or less will need to be covered by a self-certification sickness form. If it is impossible to judge the sickness time then the staff member must keep in daily contact with Mrs Hobden so that adequate cover can be arranged.

Holiday Club

If a Playcare Worker is unfit for work they must ring the Deputy Managers as soon as possible but no later than 7.00am on the day of absence. They must inform the deputy managers how long they expect to be unfit for work and provide a doctor’s note from the fifth day of absence. Five days or less will need to be covered by a self-certification sickness form. If it is impossible to judge the sickness time, then the staff member must keep in daily contact with the deputy managers so that adequate cover can be arranged.

If a Deputy Manager is unfit for work they must ring their job partner to ask for cover.
Action Regarding Staff Sickness Cover

Mrs Hobden will arrange cover for the Breakfast & After school Clubs by contacting a person on the emergency cover list (Appendix iii) or by contacting a member of the Senior Leadership Team .

The Deputy Managers will arrange cover as follows: -

1. If morning absence

Kayleigh comes at 7.30am works to 12.00pm

Dinner 12.00 – 12.45pm


Afternoon Playcare worker comes at 12.00 instead of 12.45 (Overtime of 45mins)

Kayleigh also works normal shift of 12.45 – 6.00pm

2. If afternoon absence

Sara works normal shift of 7.30 – 1pm

Dinner 12.45 – 1.30pm


Morning Playcare worker stays until 1.30 instead of 12.45 (Overtime of 45mins)

Sara stays at 1.30pm and works to 6.00pm

3. Ring a level 3 or HLTA from Safe and Sound Staff or if necessary a qualified person on the emergency contact list to ask for emergency cover. 

4. Ring a teacher from St. Patrick’s Catholic Primary School, who is on call, to ask for emergency cover.

5. Ring for a qualified person on the Supply List for Voluntary & Private Providers, to provide emergency cover.

If after all the above have been exhausted, it has been impossible to provide emergency cover then contact OFSTED, if necessary the children will have to be sent home by contacting parents and carers. It is unlikely that this will need to occur.

Staff meetings:

The Safe & Sound Team will meet on a termly basis to discuss planning, organisation and other issues specific to the smooth running of Safe & Sound. 

Minutes will be kept of all meetings. The Deputy Managers organises and keeps records of all meetings.

If necessary informal daily briefings are carried out before the start of each session. 

The Head of School (manager) meets the Deputy managers meet on a weekly basis if needed.

Training & Appraisal:

There is a policy for staff development and all staff are encouraged to actively support this policy for their own personal development.

To gain knowledge and skills necessary to work with children staff attend:

· Training delivered by Wigan SureStart Team

· Appropriate school & LEA in-service as necessary.

The Wigan SureStart Team mainly carries out training; this takes the form of day and half day in-service meetings. The courses are all targeted at improving the quality of provision and vary from quality assurance meetings to teaching strategies and food management. The Deputy managers keeps a full list of in-service attended by Safe & Sound staff.

Staff disseminate all information to colleagues at the earliest opportunity.

At the moment there are no systems in place for formal appraisal by key managers.

Daily Routines
 On arrival all staff sign in at the main office at the start of each day.
Breakfast Club

On arrival the Deputy managers ensure that:- 

· All staff complete the staff register

· The Daily Health & Safety Check is completed

· Children are signed in immediately they arrive

The children are given breakfast and then may choose from a selection of independent activities or a planned indoor and outdoor activity e.g. TV, computer, reading, construction toys, electronic and board games.

By the end of Breakfast Club all staff ensure that:-

· All Breakfast items are washed 

· The kitchen is clean ready for the Nursery session

· All toys are checked and put away

· The toilets have been checked ready for the Nursery session

· All children have been signed out

At the end of the Breakfast Club staff ensure that:-

· All children are accompanied to their class Teacher

After School Club

On arrival the deputy managers ensures that:- 

· The Daily Health & Safety Check is completed

· Children are signed in immediately as they arrive

· The transfer files are checked for Passover information.

Children are given a light snack and then may choose from a selection of independent activities e.g. TV, computer, reading, and construction toys, electronic and board games. They will also take part in planned activities with their key worker. These will be varied and include indoor, outdoor, creative, expressive and social activities.

By the end of After School Club the deputy managers and all staff ensure that:-

· All snack items are washed 

· The kitchen is clean ready for the next day

· All toys are checked and put away

· The practical area is clean ready for the next day

· The toilets have been checked ready for the next day

At the end of the After School Club the deputy managers ensures that:-

· All children are signed out as they leave

Holiday Club

On arrival the deputy managers ensures that: - 

The Daily Health & Safety Check is completed

· Children are signed in immediately as they arrive

Basic Daily Timetable

8.00am – 9:45am

Breakfast & Independent Activities

9.45am – 10.45am

Planned Activities

10.45am 


Break

11.00am – 12.00

Independent Activities

12.00 – 1.30pm

Lunch

1.30pm - 3.30pm

Planned Activities

3.30pm – 4.30pm

Light Snack & Independent Activities

4.30pm – 5. 30pm

Planned Activities

5.30pm – 5.45pm

Independent Activities & Final Tidy up

On leaving the deputy manager ensures that: -

· Each child is collected by the nominated person & signed out

· The staff register is up to date

· The club is ready for the next session
Location of Documentation
	Accident Book
	Entrance to Safe & Sound

	Mission Statement & Pledge to Parents
	Safe & Sound Notice board

	Policy and Procedures File

Planning File
Registers

Staff Meeting File & Inset Record

Daily Health & Safety Checklist
	Safe & Sound cupboard (available to parents on the Safe and Sound shelves)

	Telephone Numbers
	Safe & Sound cupboard

	Staff Documentation

Incident Book

Complaints Register


	Safe and Sound Office 

	Medical Records
	First Aid room

	Cash Box & Receipt Books
	In locked Safe

	Cheque Book & paying-in Book
	Secure filing cabinet in main office


Reviewed: January 2018
