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                                        Premises and Security

Prime Time is committed to providing care and learning for children in a safe and secure environment. All staff have an individual and collective responsibility to ensure that they have continuous regard for the safety and security of all children at Prime Time. 

Parents/carers are encouraged to talk to their children about the importance of remaining safe and not leaving Prime Time premises during the session. 

These messages will be reinforced by both Prime Time as a business and its staff.

The Manager and the Trustees in consultation with staff and parents/carers will, regularly review safety and security procedures. 

Supervision 

Children will not be left unsupervised at any time during activity sessions. In the event of staff shortages, available space will be restricted to ensure that children are adequately supervised, in accordance with the staff ratio provisions set out in the staffing policy. 

Visitors

Prime Time’s visitors will be signed in on arrival on the staff and visitors register, giving the following information;

· Their name

· The date and time of arrival

· The reason for the visit may be recorded
· Their time of departure. 

Visitors to Prime Time will not be left unsupervised with children at any time. 

Staff have a duty to approach any visitor on the premises who has not signed in. They must introduce themselves and establish immediately who the visitor is and the 

reason for them being on Prime Time premises. If the visitor has no suitable reason to be on Prime Times premises, then they will be asked to leave immediately and escorted from the premises. If the visitor repeatedly refuses to leave, the police will be telephoned immediately. 

A record will be made of any such incidents on an incident form, and the Manager on duty will be immediately notified. 
Admissions
It is the responsibility of all staff to ensure that an accurate record is kept of all children in Prime Time, and that any arrival or departure to and from the premises is recorded in the register. It is the responsibility of the Manager or Deputy Manager to ensure this is being done.  The register will be kept in an accessible location at all times whilst maintaining any privacy laws such as ensuring those who do not need to see the data, do not. This process will be supervised by regular head counts during the day. 
Records of daily registers should be kept by Prime Time for at least three years. 

Arrivals

On arrival, a member of staff will immediately record the child’s attendance in the daily register, including the time of registration. 

If the parent/carer wants their child to be given medicine during the day by a member of staff, they must complete and sign a Medicine form. Further details on this procedure are contained in Prime Times Health, Illness and Emergency policy.  
Missing Children Procedure

If for any reason a member of staff cannot account for a child’s whereabouts during a session at Prime Time, the following procedure will be activated:

· The member of staff in question will inform both the Manager and the rest of the staff team that the child is missing and a thorough search of the premises will commence. The staff team will be careful not to create an atmosphere of panic and to ensure that the other children remain safe and adequately supervised. 

· The Manager will nominate a member of staff to search the area, surrounding Prime Times premises. All staff will be vigilant to any potential suspicious behaviour or persons in or around Prime Time. 

· If after 15 minutes of through searching the child is still missing, the Manager or named deputy will inform the police and then the child’s parent/carer. 

· While waiting for the police and the parent/carer to arrive, searches for the child will continue. During this period, other members of staff will maintain as normal a routine as is possible for the rest of the children at Prime Time.  

· The Manager or named deputy will be responsible for meeting the police and the missing child’s parents/carers. The Manager or named deputy will co-ordinate any actions instructed by the police, and do all they can to comfort and reassure the parents/carers. 

· Once the incident is resolved, the Manager and the staff team will review relevant policies and procedures and implement any necessary changes (paying particular note to the relevant provisions of Prime Times site security and Risk Assessment policies). 

· All incidents of children going missing from Prime Time will be recorded on an incident form and in cases where either the police or social care have been informed, Ofsted will also be informed, as soon as it is practical. 

Departures

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. The adult nominated to collect a child must be one of those names on the Registration Form. Only adults – aged 16 years and over- and with suitable identification, will be authorised to collect children unless a written permission letter has been signed by the parent in advance and staff deem them to be suitable to do so. 
If the child is to be collected by an adult not named on the form the parent must put the request for collection in writing to Prime Time. 

Permissions and arrangements for children leaving Prime Time alone at the end of a session will be a matter for discussion between the Manager and the parents/carers, based on an understanding of a child’s age, maturity and 

previous experience. Written consent for children leaving Prime Time alone must be submitted to Prime Time before such arrangements are able to commence. 

No child under the age of 10 years will be allowed to leave Prime Time unaccompanied. 

No adult other than those names on the Registration Form will be allowed to leave Prime Time with a child. In the event that someone else should arrive without prior knowledge, Prime Time will telephone the parent/carer immediately. 

If the parent/carer or alternative adult is going to be late to collect their child, staff must be informed of this. If the designated adult is late in picking up their child without prior warning, the provisions of the uncollected children policy will be activated. 

Upon departure, the register will be marked to show that the child has left the premises. The times of departure will also be recorded. 

When parents/carers collect children the staff member who greets them will help ensure the child’s parents has help to collect all their belongings where needed, is communicated to about their day and wellbeing and seen off the premises as they leave. Children will be encouraged to be independent in putting their belongings in safe places and collecting them again at home time. 

Uncollected Children Procedure

If a parent, carer or designated adult is more than 10 minutes late in collecting their child, the Manager on shift will be informed. 

· The Manager or Deputy will call the parent, carer or designated adult, and use any other emergency contact details available in order to try to ascertain the cause for the delay, and how long it is likely to last. Messages will always be left on any answer phone requesting a prompt reply. 

· While waiting to be collected, the child will be supervised by two members of staff who will offer them as much support and reassurance as is necessary. 

· If, after repeated attempts, no contact is made with the parent, carer or designated adult, and a further period of 30 minutes has elapsed, the Manager or deputy will call the local social care department for advice. 
Professionals number for CHAD (Children’s Advice and Duty Service) 01305 228558

-In the event of social care being called and responsibility for the child being passed to a child protection agency, the Manager, will attempt to leave further telephone messages with the parent/carer or designated adults’ answer phone. Furthermore, a note will be left on the door of Prime Time premises informing the parent, carer or designated adult of what has happened. The note will reassure them of their child’s safety and instruct them to contact the local social care department. 

· Under no circumstances will a child be taken to the home of a member of staff, or away from Prime Time premises unless absolutely necessary, in the course of waiting for them to be collected at the end of a session. 

· The child will remain in the care of Prime Time until they are collected by the parent, carer or designated adult, or alternatively placed in the care of social care. 

· Incidents of late collection will be recorded by the Manager and discussed with parent/carers at the earliest opportunity. Parents and carers will be informed that late collections may result in the imposition of a fine or in the case of persistent late collections the possible removal of their child’s place at Prime Time. 

Absences

If a child is going to be absent from a session, parents must indicate this to Prime Time in advance. Charges apply unless we are informed 1 week in advance by a Friday for the following week term time. Thereafter normal session fees will be charged for any cancellations. During School holidays any cancellation will incur full costs of the session(s) booked. 

If a child is absent from Prime Time without explanation they will incur a charge for the sessions missed. 

Regular absences from Prime Time could be an early sign and/or symptoms that a family or child may be encountering some difficulties and might need support from the relevant statutory agencies. Prime Time and its staff will always try to discover the cause of prolonged and unexplained absences. 

Escorting Children between School and Prime Time

Where children are escorted between school and Prime Time premises, the following procedures will be carried out:

The Manager or deputy will ensure that a through risk assessment is carried out and regularly reviewed, according to the provisions of the Risk Assessment policy. 

The Manager will maintain good relationships with staff from each school who they can liaise. 

A clear agreement will be reached between Prime Time and the school about when responsibility for children’s safety is officially transferred. 

A regular meeting place for children will be established with the schools Prime Time caters for.  To ensure tight security all children will be escorted between classrooms, meeting points and Prime Time premises unless deemed old enough to be responsible to do this for themselves. 

The following apply for each school we cater for 

· The Wareham St Mary Primary School – Prime Time Kids Club staff will collect years R, 1 and 2 from their classrooms by the school Forest school area or classrooms 
· Children in years 3,4,5 and 6 will be released by their teachers or T.A’s to walk to Prime Time via the playground route. All exits are manned by school staff to ensure security. Prime Time staff will register children in as they arrive.  

· The Wareham St Mary Primary School – Children will be escorted to their own classrooms when in year R, 1 and 2 via the school Forest School area or hall and staff will ensure they go into their classrooms and a teacher knows they have arrived, from Prime Time’s Breakfast Club. They will not be left unattended until teachers have a constant presence in the classroom. In the event that a teacher was not present Prime Time Staff would wait until there is. If Prime Time staff has left and the teacher is present, all events thereafter are no longer the responsibility of Prime Time but the Wareham St Mary Primary School. 

· Children in year 3, 4, 5 and 6 will walk themselves to their classrooms. The school actively promotes this independence and children leave parents at the school gate. School teaching staff supervise all open gates between 8.45am and 9.00am. Thereafter they are locked and secured. 
· Purbeck School- Prime Time recognises that children attending the Purbeck School will wish to have increased responsibility and this should be encouraged by staff and parents. Parents are encouraged alongside staff to teach children about safety. Breakfast Club children will leave Prime Time at approx. 8.30am and walk to the Purbeck School via the pathway through the Middle School, across the Zebra Crossing and up the pavement into the school grounds. Prime Time accepts no responsibility for children on this walk and once children have left the Prime Time premises they are the responsibility of parents. Prime Time does not accept any responsibility for checking children have arrived at school or to investigate where they may be if they have not arrived at school. 

· Children finish Purbeck School and are expected to walk to Prime Time quickly and sensibly. They should walk down the pavement to the zebra crossing at the Middle School and through the pathway to Prime Time. All children should arrive at Prime Time no later than 3.35pm. In the event a child had not turned up by 3.45pm Prime Time staff would contact the parents to inform them. It is then the responsibility of the parents to investigate where their child is and to inform Prime Time of their whereabouts. Staff may assist the parent by calling a child’s personal mobile phone if they have one. All mobile phones should be handed to staff upon arrival. In the event of parents being unreachable the child’s emergency contacts would be called. Should this be unsuccessful the missing children’s procedure will be implemented. For this reason parents should inform Prime Time if their child is not attending a session to avoid staff contacting the police to search for missing children. 
· Parents are asked to sign permission and acknowledgement of the above on the child registration form. 

Any primary school child who does not arrive at Prime Time who is on the register will be followed up with a phone call to their school to state which child we are expecting and if they have knowledge of them still being at school. If there is no knowledge of their whereabouts Prime Time will call the parents to see if they have been collected from school or walked home. If there is still no knowledge of the whereabouts of the child a Prime Time member of staff will call the school back and ask them to search the school and grounds, prime time staff will do the same at their site. If the child is not found the police will be called and the parent’s re- contacted.  The procedure for missing children will now apply. 

Staff will ensure that children are given instructions on road safety. 

If a child is absent from Prime Time without prior warning, staff will check to see if they attended school that day- they will not simply accept the word of other children. If the whereabouts of the child is not clear, staff will immediately call the parents/carers. 

Transport

Where any transport is used at Prime Time to escort children staff will ensure that the following rules are always adhered to:

· Where ever possible apart from the driver there should be at least one other adult supervising at all times. All adults involved in the transportation of children will have up to date Disclosure and Barring Service (DBS) checks.

· All vehicles are suitably insured and all children are wearing seat belts and potentially seated on a booster cushion if required by law. 

· No child is left unattended in a vehicle. 

· Records are kept about the vehicle in which children are transported, including insurance details and a list of named drivers. 

· Drivers using their own transport have adequate insurance cover. 

Closing Prime Time in an Emergency

In very exceptional circumstances, Prime Time may need to be closed at very short notice due to an unexpected emergency. Such incidents could include;

· Serious weather conditions (combined with heating system failure).

· Burst water pipes.

· Discovery of dangerous structural damage.

· Fire or bomb scare/explosion. 

· Death of a member of staff.

· Serious assault on a member of staff by the public. 

· Serious accident.

· Illness of a staff member(s).

· Outbreak of illness/disease or staff shortages due to such incidents. 
In such circumstances, the Manager and staff will ensure that all steps are taken to keep both the children and themselves safe. All staff and children will assemble at the pre-arranged venue, where a register will be taken.  This location will be decided depending on the circumstances of the emergency. 

Steps will be taken to inform parents/carers and to take the necessary actions in relation to the cause of the closure. All children will be supervised until they are safely collected. 

In the event of closure before the session has started, Prime Time staff will do their best to call or email all available parents/carers at home, on mobiles or at work to inform them of the closure. We shall also put notices on our website and Facebook page wherever possible. This may occur later in the evening, early in the morning or during the day depending on the reason for closure. Prime Time will endeavour to give as much notice to parents as possible. In the event that a parent could not be reached a notice will be left on the door/gate explaining Prime Time is closed and why and that contact was tried if possible and safe to do so. 

If a child is at school and Prime Time has to close the afternoon session and the parent/carer cannot be reached all emergency contact numbers will be tried. If none 

of these can be reached and messages have been left Prime Time will have no choice but to leave the child in the care of its school until the parent receives the messages left. 

The school may then follow its own procedures for uncollected children if the parent still cannot be reached. 

The child’s safety is paramount and Prime Time staff and the child’s school carers will ensure the child is reassured and kept safe until collection has been made. 
In the event of school closing due to exceptional circumstances Prime Time Kids Club staff would risk assess our position to determine if we can open as normal or offer extended all day childcare instead, such decisions would consider 

· Safety of the site

· Safety of our families

· Safety of our staff

· Ability to operate legally at potential short notice. 

If extended full day care is deemed possible we would inform parents as soon as possible via either text, email, website or Facebook page that we are open, hours of operation, any limits to numbers of children we can take and that the offer to all day care will first be offered to children already booked to our breakfast club session, followed by our after school session and then those not booked. 

Likewise, an emergency situation may require Prime Time to become on ‘lockdown’. In such situations where evacuation is not the advised, Prime Time staff will 
· Stay calm 

· Call 999 or respond to emergency services guidance if contacted by them first

· Staff and children will be escorted inside to the area nearest the coat area/ store room/ accessible toilet. 
· The manager or Deputy Manager will ensure all doors and windows are closed and secured and will close all blinds, if safe to do so. Tables may be moved and used to shield children and adults from windows if needed. 
· Staff and children will be encouraged to stay low, away from windows and doors

· Where possible the Manager or Deputy Manager will tune into local radio or TV away from children 
· No non-essential calls will be made as the telephone lines need to remain clear

· Nobody will open any doors or windows to any persons unless the emergency services have given consent

· Children will be registered and their contact details on hand

· Prime Time understands that if parents become aware of any ‘lockdown’ situation they will instinctively wish to come and collect their child; however Prime Time will need to seek and wait the advice of emergency services before allowing any child to leave the premises. We will do our upmost to inform parents of this via social media, text or email bearing in mind staff need to prioritise the needs of the children in their care first and foremost. 

· If we are able to inform parents we will include current advice from emergency services, which will most likely be not to collect children until further notice. 

· We will discourage parents from calling the setting as lines need to be clear. 

· As soon as the situation is safe parents will be asked to collect children as needed. 
Signed by

Chair/Vice Chair of Trustees: V LIMBRICK 
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