CHILD COLLECTION PROCEDURES

Children are collected from school and escorted to the After School Club.
 Children attending English Martyrs make their own way to the Club whilst infant children are collected, or delivered to the Club by their teacher
An accurate register is kept so it is important that all relevant forms are filled in when you register your child for the Club. Please ensure that you have signed, and kept a copy of, our Conditions. It is important that we are informed when a child is not attending the Club due to absence from school.  

PARENTAL PICKUP
REMEMBER when collecting your children to sign them out including the time they are collected.
Please pick your child up at the correct time - if you are going to be late please contact the Club. Please see our Conditions regarding late collection fees.
Club staff will not allow children to leave the premises on their own, unless this has been agreed by the Parent/Carer in writing.

PLEDGE TO PARENTS
We value our relationship with parents and are committed to working in partnership with you to provide top quality play and care for your children.
We will:
    Welcome you at all times to discuss our work, have a chat or take part in our    activities.
    Keep you informed of opening times, fees and charges, programmes of activities and procedures.
    Be consistent and reliable to enable you to plan with confidence and peace of mind.
    Share and discuss your child's achievements, experiences, progress and friendships.
    Ask your permission for outings and special events.
    Listen to your views and concerns to ensure that we continue to meet your needs.

DISCIPLINE PROCEDURES
There are procedural steps for disciplining unacceptable behaviour by children within the Club.
   *Talk openly and friendly with the child and try to resolve their difficulties or problems.
   *All parents/carers will be informed in the event of unacceptable behaviour, and advice asked for.
   *No physical or verbal punishment is allowed at the Club.
    *Children will be given a 2 minutes time-out period in order to reflect on their  behaviour.
                                         
Our Rules

                      NO SWEARING   NO FIGHTING   CARE FOR YOUR STUFF
    
                   SHARE AND BE KIND             SAY PLEASE AND THANK YOU


EQUAL OPPORTUNITIES
Staff will greet and welcome all children in a friendly and polite manner.   Staff will treat all children equally and respect their individuality.
Play workers will always present themselves in a positive manner.   Play workers will challenge inappropriate behaviour ie: sexist, racist remarks, bullying, fighting or other discriminatory behavoiur which will not be tolerated.
We give the children attending the Club a choice - the children decide how they will spend their day and what activities they take part in. 
The Club is open to all children whatever race, gender, ability or disability.
The Club staff will present positive images of both women and men from different ethnic backgrounds.

COMPLAINT PROCEDURE
This club aims to provide a high quality, efficient and accessible service to parents and children. The way that we work is reviewed regularly. However, from time to time a parent or child may feel that they have a complaint against some aspect of our Club, or an individual member of staff. Usually it should be possible to resolve any problems as soon as they occur. If not, then you should follow this procedure:
*  Put your complaint in writing to the Proprietor. Full details along with names and dates should be included, letting us know what it is you are unhappy about.
*  We will acknowledge your complaint as soon as possible and fully investigate the matter within fourteen days. If there is any delay we will advise you of the reasons. We will keep you up to date with what is happening and give you a full reply. The response you receive will be copied to the staff member/s concerned with recommendations for any action to be taken and the matter will be reported at the Club Meeting. If you are not satisfied with the outcome you should contact Ofsted Early Years, 3rd Floor, Royal Exchange Buildings, St Ann's Square, Manchester M2 7LA.

INFECTIOUS DISEASES
Unfortunately, infectious illness in children requires exclusion from the Club. This includes sickness & diarrhea.
If a member of staff notices signs and symptoms of communicable diseases whilst your child is at the Club we must contact you and ask you to collect them until appropriate medical advice has been obtained. Please do not return your child to the Club until they are fit to return to school.
If you have any queries or questions, please do not hesitate to contact any member of staff who will be happy to advise you in any way.

MEDICATION POLICY
We will administer medication to the children with the written authority of the parent/carer who shall complete a 'medication administration' slip detailing the medication prescribed together with the full details of dosage and times to be taken.

CHILD PROTECTION
Parents should be aware that Kids Mix will take any reasonable action to ensure the safety of the children attending. In cases where Kids Mix has reason to be concerned that a child may be suffering ill-treatment, neglect or other form of abuse, staff have no alternative but to follow the Local Authority child Protection Procedures: Caring for chidren  and inform the Social Services Department of their concerns. The staff  at Kids Mix have undertaken training in Child Protection or are in the process of doing so.  

OUTDOOR PLAY PROCEDURE

Outdoor play takes place in the playground of the school. The children are supervised in the playground by the staff with a ratio of at least 1:8.  
 
PROCEDURE IN THE EVENT OF A LOST/UNCOLLECTED CHILD

Should a child not arrive at the designated collection point, and the parent has not informed the Club that they will not be attending, the playworker will check with the child's teacher or the school secretary to see if they have attended school.  If they are informed the child has been absent for the day, they will not be included in the register.

Should a child be on the school register but not be at the designated collected point and unable to be found within the school premises, the parent/carer is contacted immediately.

Should a child not be collected from the Club at the designated collection time, the parent/carer will be contacted by telephone.













