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LOTTERY FUNDED






                                   Policies Contents Page 
Admissions and Fees Policies
· Admissions

· Waiting List

· Fees 

Behaviour Management Policy 

· Behaviour Management 

· Behaviour Management Strategies 

· Dealing with Negative Behaviour

· The use of Physical Interventions 

Bullying and Harassment Policy 

· What is bullying at work? 

· Complaints Procedure for bullying 

Care, Learning and Play Policy

· Staffing arrangements

· Visitors to Prime Time Kids Club 

· Evaluation

· The Early Years Foundation Stage

· Assessment 

· Fundamental British Values

· Playwork Principles

Children’s Rights Policy

Code of Conduct Policy

Complaints Policy

Data Protection Policy 
· How this Policy applies to you and what you need to know

· Confidentiality 

· Information that we keep 

· Sharing information with third parties

· Data subjects Rights 

· Direct Marketing

· Dealing with data protection breaches

· GDPR

Equality Policy 

· Equality procedures

· Children with English as an Additional Language 

Equipment Policy 

· Furniture, toys and equipment

· Paints and clothing

· Waste Management 

E- Safety Policy 
Financial Controls Policy 

· Introduction
· Bank

· Income

· Expenditure

· Payment Documentation

· Cheque signatures and electronic banking

· Other undertakings

· Confidentiality 

· Other rules

Fire Policy 
Food and Drink Policy

· Healthy Eating 

· Cultural and Religious Diversity

· Snacks

· Lunch

· Cooking

Health and Safety Policy 

· Responsibilities of the Registered person, the Supervisor and Staff

· Insurance

· Fire Safety

· Fire Prevention

· In the event of a fire 

Health, Illness and Emergencies Policy 

· Medicines

· Medication

· In the event of a Major Accident, Incident or Illness

· In the event of a Minor Accident, Incident or llness

· First Aid

· Sun Protection 

Heat Wave Policy 

Hygiene Policy

· Personal Hygiene

· Hygiene in Prime Time 

· Dealing with Spillages

· First Aid and Hygiene

· Food and Drink Hygiene

· Animals 

Infectious and Communicable Diseases Policy 

· Minimum Exclusion Periods for Illness and Disease

Information for Parents and Carers Policy 

· Record Keeping 

Involving and Consulting Children Policy

Physical Environment Policy 

· Indoors

· Outdoor Play 

Premises and Security Policy 

· Supervision

· Visitors

· Admissions

· Arrivals

· Missing Children Procedure

· Departures

· Uncollected Children Procedure 

· Absences

· Escorting Children between School and Prime Time

· Transport

· Closing Prime Time in an emergency

Recruitment Policy 

· Safe Recruitment 

· Disclosures

· Requirements to inform Ofsted of Changes

Safeguarding Policy 

· Safeguarding 

· Recognising Child Abuse

· Staff Training and Support

· Self – Caring 

· Dealing with Allegations 

· Referring Allegations to Child Protection Agencies

· Procedure for Allegations of Abuse against a member of Staff or Volunteer

· Mobile Phones and Cameras

· Important Numbers 

· Appendix of Child Abuse Definitions (Physical, Emotional, Sexual and Neglect)

Settling In Policy

· Guidance for Settling Children into Prime Time 

Smoking, Alcohol and Drugs Policy

· Drugs 

· Staff medication 

· Alcohol

· Smoking   

Staff Disclosures Policy 
· Storage and access

· Handling

· Usage

· Retention

· Disposal

Staff Sickness Policy 

· Certificates
· Occupational Sick Pay

· Sickness absence

· Sickness Procedure

· Repeated short term sickness

· Long Term sickness

· Rehabilitation

· Redeployment

· Terminating employment

· Appeals

Social Networking Policy 

Special Educational Needs and Disabilities Policy 

· Intimate Care

· Common Assessment Framework (CAF)

Staff Development and Training Policy 

· Staff induction 

· Staff Appraisal 

· Personal Development Plans

· Training Opportunities 

· Supervisions

· Staff Meetings

Staff Emergencies Policy 

Staff Organisation Policy 

· Staff to Children Ratio

· Terms and Conditions

· Standards of Behaviour

· Confidentiality

Suitable Premises, Environment and Equipment Policy

· Risk assessment 

· Recording accidents, Incidents and Dangerous Occurrences

Visits and Outings Policy 

· Parental Consent 

· During Visits and Outings 

· Vehicles 

Whistleblowing Policy 

· Procedure for reporting a concern 
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