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The Roundabout Club (Goosehill) Ltd 

1. Organisation : Mission Statement 

 
The aims of The Roundabout Club are to provide good quality out of school 

inclusive care for children from Morpeth First School (Reception class 

upwards), aged 4 - 9 years in term time (and from middle schools if places are 

available).  During holidays and teacher training days, any child aged 4 - 13 years 

is welcome into the Club.  Although the Club is aimed at children primarily of 

working parents the facility will be open to all children who may wish to use it. 

 

The Roundabout Club was set up in October 1995 by a group of parents.  The 

Roundabout Club is located within the Community Room in Morpeth First School 

and has access to a studio, other classrooms and outside areas (see Appendix 

A for diagram). It moved to new premises in August 2019 and is set next to 

Northumberland County Council in a residential area of a small market town.   

 

Our Policies and Procedures highlight the way in which The Roundabout Club 

operate and support children’s learning, needs and development.  These policies 

and procedures are in line with OFSTED guidelines and incorporate the Early 

Years Foundation Stage (EYFS) and Every Child Matters guidance.  The Club is 

aware of the Childcare Strategy 2004 (see Appendix B).  Copies of the Policies 

and Procedures are available in The Roundabout Club and in different formats 

if required.  The Policies and Procedures are reviewed and updated annually by 

the Senior Playleader and the staff team. 
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1a. Organisation  



 

Opening and Closure 

The Club will operate during the following hours :- 

 

Term Time : 

7.35 am till start of school 

3.15 pm till 5.50 pm 

 

Teacher Training Days : 

8.00 am till 5.50 pm 

 

Holidays : 

8.00 am till 5.50 pm (see Policy 2a Payment for late collection charges) 

We are open some of the holidays and Teacher Training Days, except for Bank 

Holidays (see Senior team for opening dates). 

 

The School Caretaker (or peripatetic) will open/close the building; contact 

details for the Caretaker are held with the Senior staff.  Access to the school 

building will not be allowed outside of opening hours.  However, The Roundabout 

Club has an answerphone to take messages outside of opening hours.   

 

If the Club has to close early or for an unexpected reason (ie for minor 

occurancies such as power cut, water failure etc), parents will be contacted by 

telephone as soon as possible.  A message will be left on the Club’s telephone 

and website, informing of the closure and the possible re-opening times.  

Ofsted will be informed of the unexpected closure.   

 

Strike Action 

We will support Morpeth First School’s policy in this matter. 

 

Transition Arrangements 

In term time, at the start of school, children from class 1 – 6 will be taken to 

their classrooms by the Playleaders; children from class 7 – 10 will be escorted 

to the cloakrooms where their teachers are waiting.  In the afternoons, 

children from class 1 – 6 who have been booked into the Club, will be collected 

from their classrooms by the Playleaders and taken to the Club room.  The 

Playleader will have a communication device with them.  If there are more than 

8 children, 2 Playleaders will escort the children.  Children from class 7 – 10 



will be collected from their cloakrooms and taken to the club.  A daily class list 

of children attending the Club is placed in all the classrooms in the morning.  

Children from Middle Schools make their own way to the Club (see Appendix 

C).  

 

Settling in Procedures 

Families and carers are encouraged to visit The Roundabout Club before joining.  

During the settling in period, which varies depending on the individual needs of 

the child, the Club encourages a ‘buddy’ system which involves children already 

settled into the Club helping the new children (see also Policy 1d Learning and 

Development : Keyworker).  Staff are introduced and routines and boundaries 

are explained at an appropriate level to the child.  The staff are made aware 

through the Registration forms and discussions with parents/carers of the 

individual needs of the children. 
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1b. Parent/Carer Policy 
 



All families are important and are welcomed into the club – see also Policy 3f 

Equal Opportunities. Parents are given a welcome pack when they enquire about 

the Club; this includes a registration form and a brochure.  Contracts are made 

when a parent signs a registration form; information includes Doctor and 

Dentist details, any medical problems, dietary requirements, allergies, 

children’s interests and any additional information about the child’s needs or 

comments about the club are welcome.  The Club is happy to work in partnership 

with parents on any matter which involves their child(ren) and would hope 

parents would feel comfortable to share any information they feel necessary 

about their child’s needs.  Confidentiality is maintained and information is not 

shared with any other parties, unless consent is given by the parents.  Parents 

are welcome to speak to Senior staff about any concerns or worries and a 

meeting can be arranged at their convenience, to talk confidentially.  The Club 

would seek and welcome any help or advice from outside agencies, if it was to 

benefit the child (after seeking permission from the parents). Children’s 

records, which include registration forms and diaries for Early Years 

Foundation Stage children are kept in a lockable cabinet and are only seen by 

the necessary people.  Parents have access to their child’s records at any time 

and are encouraged to view and leave comments.  Parents/carers are 

encouraged to express their child’s learning at home via the keyworker and may 

add into the child’s “My time at Roundabout …” diary.  Liaison takes place 

between the Early Years Co-ordinator at Morpeth First School and the Senior 

Playleader where information is discussed to support the child’s learning needs. 

 

Ofsted inspection reports and the Policies and Procedures are displayed on the 

noticeboard, and copies are available if required. 

 

The Club has a Comments book, and welcome any comments (see Policy 3c 

Complaints Procedure).  Parents are informed about the settings philosophy for 

working in partnership through constantly changing displays on the walls, 

noticeboards and holiday brochures.  Daily communication is made when 

parents/carers drop off/collect their children from the Club.  The Keyworkers 

regularly maintain contact with the parents on collection of their children they 

can comment about the child’s daily development (see also Policy 1d Learning 

and Development).  Class teachers are able to pass messages through the Club 

to the parents/carers, so there is a two-way flow of information. 

 



The Club would welcome parents to come into the Club, by appointment, and talk 

to children about community issues or job roles etc.  A copy of ‘Community 

Cohesion in Action July 2010’ is kept on the club’s computer for reference. The 

Club is run as a Co-operative – see Policy 1c Member Involvement. 
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1c. Member Involvement 

 
The Club is run as a co-operative and the parents can be members.  They will 

be kept fully informed of how the Club is progressing by inviting members to 



attend Annual General Meetings (AGM) and by regular emails and on the club’s 

website; the minutes for the monthly committee meetings can be requested.  

The Club follows the Memorandum and Articles of Association rules (see 

Appendix D).  The members will be invited to General meetings, one of which 

will be an Annual General Meeting at which the Chair, Secretary and Treasurer 

will be elected, along with other committee members, and the financial reports 

are presented.  Only members of the Club can vote or stand for the 

Management Committee.  Management Committee meetings are held monthly 

with the Directors and Senior Staff.  Copies of the accounts are available for 

inspection by the members of the Co-operative. 

 

As a Consumer Co-operative and a private Limited Company the members of the 

Co-operative have limited liability; they will only ever be liable to pay £1.00 

should the Company have to fold.  The Club is registered with Companies House 

and a Confirmation Statement will be filed annually, with details of the 

Directors.  All Directors complete a Disclosure and Barring Service (DBS) form, 

and go “live”, an EY2 form with Ofsted and a Childcare Disqualification 

Declaration Form.  The Senior Playleader keeps a copy of Single Central Record 

in a locked cabinet. 
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1d.  Learning and Development 
 

The club will ensure that every child receives an enjoyable and challenging  

experience that is tailored to meet their individual needs, learning and 

development.  Three main prime areas that are particularly important in igniting 



children’s curiosity and development include Communication and Language, 

Physical Development, and Personal, Social and Emotional Development.  Other 

interlinking specific areas include Literacy, Mathematics, Understanding the 

World and Expressive Arts and Design.  All new children will be allowed time to 

settle in and become comfortable with their new surroundings (see Policy 1a 

Organisation : Settling in Procedures and Transition Arrangements).  All new 

children are encouraged to participate in making rules for the Club.  General 

observations will be conducted including their interests, dislikes and abilities.  

If concerns are raised at this stage, the Club will follow the guidelines outlined 

in the Inclusion Toolkit (see Policy 3g Special Educational Needs Policy). 

 

Keyworkers 

“A Key person has special responsibilities for working with a small number of 

children, giving them the reassurance to feel safe and cared for and building 

relationships with their parents.” 
The Early Years Foundation Stage Principles into Practice guidance card 2.4 Key Person 

 

Every child (working towards the Early Years Learning Goals) will select a 

Keyworker (a named member of staff) who will support their development and 

tailor their learning and care to meet their individual needs during their time 

at the club (their names will be recorded).  The number of EYFS children 

allocated to each Keyworker will depend on staff hours and availability.  As the 

child is introduced to all staff during their settling in period, if their Keyworker 

is absent, the child should feel confident to approach another member of staff.  

If a staff member leaves, the child is asked to select another Keyworker 

(depending on their days of work).  Keyworker’s have access to all records ie 

registration forms, about the individual child’s needs.  The Keyworker will send 

an introductory letter to the parents/carers.  Regular communication will take 

place between the Keyworker, parent/carer and the child; this will be in the 

form of written or verbal communication.  Together the Keyworker and the 

child will compile a diary entitled “My time at Roundabout”. This will include 

photographs, observations, drawings, comments from home and at the club etc 

and will be kept in a locked cabinet when the Club is closed, to maintain 

confidentiality of the child’s learning.  The diary will be given to the child after 

31 August after the child has turned 5 years old.  Parents/carers  will be given 

free access to the diary and will be encouraged to contribute towards it (see 

Policy 2 Documentation – Data Protection Act 1998).  The diaries will be shown 

to the class teacher to be included as part of the child’s Early Years Foundation 



Stage Profile (EYFSP).  If parents wish to discuss issues or their child’s 

progress, a designated area can be arranged at their convenience.  If 

appropriate to the child, staff will undertake sensitive observational 

assessments by writing short or in-depth observation sheets on individual 

children.   Meetings/liaisons will take place between The Early Years Co-

ordinator at Morpeth First School and the Senior Playleader.  Relevant 

information may be passed to the class teachers, to support the child’s learning 

needs.  Keyworkers have the opportunity to meet together during staff 

meetings or when keyworkers are working on the diaries (either individually 

with Senior Playleader or as a team).  Keyworkers also have the opportunity to 

attend training, when needed. 

 

Learning Environment/Activities 

“A rich and varied environment supports children’s learning and development.  

It gives them the confidence to explore and learn in secure and safe, yet 

challenging, indoor and outdoor space.” 
The Early Years Foundation Stage Principles into Practice guidance card 3.3 The Learning 

Environment 

 

The Club provides a relaxed and comfortable environment where children can 

choose between child led or adult led activities.  In planning and guiding 

children’s activities, staff will reflect on the different ways that children 

learn.  These characteristics include : playing and exploring, active learning and 

creating and thinking critically.  Children can choose whether their play is inside 

or outside as this will offer variable learning experiences. The outdoor 

environment allows the children freedom to explore and construct in different 

ways and on different scales, than when indoors.  The indoor environment gives 

some children a safe secure feeling.  A range of activities are provided including 

a partitioned off comfy area (see Appendix E for a list of equipment and 

resources). A suggestion box is provided for children/parents/carers to include 

their ideas, suggestions or requests for new toys, games etc.  During holidays 

and teacher training days a programme of activities is planned in advance which 

the children can choose to participate in (see Policy 3m Outings Policy).  In the 

holidays children may bring in toys or age appropriate electronic hand held 

games, which are their responsibility (see Policy 3j Information, 

Communication, Technology Policy). 

 



Members can find more information about the Early Years Foundation Stage 

(EYFS) on the DfE website. 
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1e.  Ofsted 
 

The Club is registered with Ofsted as a childcare provider on the Early Years 

Register and on the Compulsory Part of the Childcare Register.  The Club’s 

unique number with Ofsted is 2555131. 

 



Ofsted ensures that the Club is effective, safely managed and ensures the 

quality is underpinned in the promotion of the welfare and care of all children. 

The Club meets Ofsted standards by putting into place Policies and Procedures, 

adhering to these and promoting the good practice at all times.  The Club is 

regularly inspected by Ofsted and copies of the inspection reports can be 

found on the Club’s noticeboard and the club’s website 

(www.roundaboutclub.co.uk).  During an inspection, an inspector may wish to 

speak to staff, parents and the children about the Club; questionnaires may 

need to be completed by parents/carers prior to an inspection.  The Senior 

Playleader will provide Ofsted, if requested, a written record of all complaints 

made during any specific period, and the action which was taken as a result of 

each complaint.  If a complaint is against a member of staff then Ofsted will 

be notified orally within 24 hours and in writing within 3 working days by the 

Senior Playleader (see 3c Complaints Procedure).  Staff, parents or visitors can 

contact Ofsted at any time at the following address (this is displayed on the 

Club’s noticeboard) : 

 
Ofsted 

Piccadilly Gate 

Store Street 

Manchester M1 2WD 

Tel. 0300 123 1231 

 

The Club will contact Ofsted of any changes, including the following : 

 

● Change of address of the premises 

● Change of opening hours 

● Change to the Senior Playleader 

● Change to the name or registered number 

● Change of Committee/director 

● Changes to the premises, indoors and outdoors 

● Any significant event which affect the suitability of the provider or any 

person who cares for children on the premises 

● Any unexpected closure 

● If a child is lost/missing 



● If any serious* accident, illness, injury or death of a child (or someone on 

the premises) occurs whilst at the Club and the action taken (including 

hospitalisation for more than 24 hours) 

● Allegations of serious harm or abuse by any person living, working or 

looking after children at the premises (whether the allegations relate to 

harm or abuse committed on the premises or elsewhere) and the action 

taken in respect of these allegations 

● The sudden serious* illness of any child for whom later years provision is 

provided 

● Food poisoning incidents of two or more children 

● If Social Services or Police are involved when a child has not been 

collected from the Club 

● Details of any order, determination, conviction or other ground for 

disqualification from registration under regulations made under section 

75 of the Childcare Act 2006 

● The date of the order, determination or conviction, or the date when the 

other ground for disqualification arose 

● The body or court which made the order, determination or conviction, and 

the sentence (if any) imposed 

● A certified copy of the relevant order (in relation to an order or 

conviction). 

 

The Club will notify Ofsted within 14 days of the above, when reasonably 

practicable.  

 

*The club will refer to the Early Years Compliance Handbook March 2017 (on 

the club’s computer). 
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2. Documentation 

 

The Roundabout Club will maintain up-to-date records of all children attending 

including names, addresses, dates of birth; this information is obtained purely 



for use by the staff in the Club.  Other emergency information will also be kept 

(see Appendix F Registration/Consent Form); these records will be kept for at 

least 3 years after the child has left the club and then be shredded (see 3a 

Retention Periods for Records table).  This written information must be 

obtained before a child starts at the Club.  This form is renewed annually in 

April and allows parents to comment on other settings/providers that their 

child attends and allows contact to be made if needed.  The form needs to be 

returned to the club before further bookings can be accepted.  This 

information will be stored confidentially and in a locked cabinet.  Parents will 

be given a brochure which gives full details of times and costs prior to 

completing a Registration Form.  Up to 4 emergency contact numbers must be 

provided in case parents are un-contactable.  The nominated people must be 

able to look after the children at short notice, if necessary.  Morpeth First 

School Office has a Single Central Record of people employed to work on the 

premises.  The Club will not share information to a 3rd Party and will take into 

account the Data Protection Act 2018 and the General Data Protection 

Regulation (GDPR) (see Appendix G).  A form is signed by all staff and directors 

when they have read and understood the Policies and Procedures, after they 

have been annually updated.  The Club has a responsibility under the Freedom 

of Information Act 2000 (see Appendix H). The Club will also maintain up to 

date records of staffing, Directors and Committee members.  All confidential 

documents will be kept in a locked cabinet. 

 

The Club is registered with Ofsted (Number 2555131) and an up-to-date 

certificate will be displayed on the noticeboard (and will be shown to parents 

on request). 

 

A daily diary of children attending will be held in a locked cabinet.  In term 

time a daily class list of children attending the Club will be placed in every 

classroom for the teachers.  Children will be registered on the time of their 

arrival in the mornings and signed in by the parents / carers.  Children’s arrival 

times will be recorded after school, including when they have participated in 

after school activities or arrival from middle schools.  When the children are 

collected the parents / carers will sign their time of departure.  On occasions 

when collection is to be made by someone other than an identified person, the 

parents must inform the Senior Playleader and complete form ‘Responsibility 

for Care Agreement 3’ (see Appendix I) (if the person is not already identified 

as a contact person). If a sibling is collecting the child, a form ‘Responsibility 



for Care Agreement 2’ must be completed by the parent (see Appendix J).  If 

at all possible, the child should be told by parents who is collecting.  Staff 

starting/departure times will be recorded in the staff diary. 

 

Admissions Policy 

In term time the Club can take a maximum of 56 children in the afternoon and 

24 in the morning, and 24 in the holidays and teacher training days.  Regular 

bookings can be made for term time.  However these places must be used on a 

regular basis within every half term or the place will be jeopardised.  When 

waiting lists occur for places, 75% usage per month of allocated permanent 

regular places must be used in order for the places to be kept.  Individual cases 

will be reviewed at committee meetings.  The Club has to limit the number of 

places it can offer, especially in the mornings as only one room can be used, 

therefore our protocol for allocating places is as follows : 

1. regular users 

2. longevity of membership 

3. siblings already using the Club 

4. new members and holiday users who wish to use the Club during term 

time. 

 

Vacancies, Waiting Lists and Advertising 

If a place is not available, then children will be placed on a waiting list.  These 

waiting lists will be referred to as a place becomes available, using a first come 

first served basis.  Holiday places are advertised via the Club’s website 

(www.roundaboutclub.co.uk) and distribution of the holiday programme 

throughout the community.  The 24 holiday places are first come first served 

and are available to any child between 4 and 13 years. 

 

 

Confirmation of a Place 

If a child is offered a place, the Senior team will contact the parent/carer via 

telephone or when a visit is made to the Club.  The child’s name will be added 

to the relevant daily lists for a term time place.  Holiday places are confirmed 

on request or within 2 days of leaving an answer phone message. 

 

Cancellation of a Place 

If a permanent term time place is to be cancelled, 48 hours (2 full days) notice 

is needed, or an hours charge will be made.  If a holiday place is to be cancelled, 

http://www.roundaboutclub.co.uk/


72 hours (3 working days notice) is needed, or a full days charge is made, 

excepting illness.   

 

Visitors 

The following procedures must be adhered to when dealing with visitors : 

● Visits can be made during the Club’s opening hours, with notice. 

● Staff will be made aware of visitors by the Senior, and children told after 

registration. 

● Identification of visitors will be checked at the entrance. 

● An identification badge to wear during their time on the premises will be 

given at the entrance. 

● A member of staff will escort the visitors from the entrance and when 

they leave. Visitors will never be left unsupervised. 

● Names, address and purpose of visit will be recorded in the Visitor Book; 

this will be kept in the Club at all times in a locked cabinet. 

● Arrival and departure times will be recorded and signed by the visitors. 

● A brochure and registration form will be given out, informing of the Club’s 

procedures.  A copy of the Policies and Procedures can be provided by 

hard copy or email. 
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2a. Payment 
 

In term time a minimum of 1 hour will be charged and to the nearest ¼ hour in 

proportion to the hourly rate.  As children’s arrival and departure times are 

recorded, the Treasurer can identify the number of hours the child uses the 

Club during a month.  If children participate in an after school activity 

(organised by Morpeth First School), a charge will be made from 3.15 pm, as 



the place is kept open for the child to use, despite a late arrival into the Club.  

In the holidays a set rate of any 5 hours or 10 hours will be charged for 

members and non-members.  These charges are set by the Management 

Committee and can be changed at anytime giving prior warning to the members.  

Parents will be issued with a bill at the end of every month which can be paid 

at the club, within 30 days.  Payment can be made by cheque (payable to The 

Roundabout Club (Goosehill) Ltd), cash, online bank transfer or via childcare 

vouchers (ask Senior staff for more information).  Cash payments can only be 

accepted at the club after school on a Friday.   Members pay a subscription fee 

of £15.00 a year which is charged in lieu of fundraising.  This entitles them to 

a reduced rate.  Non-members do not pay a subscription fee but pay a higher 

rate.  Prices include an afternoon snack and drink in term time, and a 

morning/afternoon snack and drink in holiday time.  A charge will not be made 

if the Club has to close early or unexpectedly. 

 

If payment has been overlooked, a reminder will be sent the following month.  

If the bill remains unpaid for a significant period of time the Committee will 

be informed and reminder letters will be sent before the Committee start 

court proceedings.  Each individual case will be reviewed by the Committee.  The 

child’s place at the club may be jeopardised if payment is not made. 

 

A cancellation fee of 1 hour will be charged if 48 hours (2 full days)  is not 

given in term time.  A cancellation fee of £30.00 per child (a full day member 

charge) will be charged if 72 hours (3 working days) notice is not given in the 

holidays, excepting illness.  If a child is collected after 5.50 pm, parents will 

be charged the full costs incurred by the club; a letter will be sent to the 

parents indicating the extra costs.  This will include letting fees charged by 

the school, staff costs including overtime and any additional costs incurred.  

This is likely to exceed £50.00.  Continual late pick ups will be reviewed by the 

Senior Playleader and the Committee. 

 

All new holidays users, with no proven payment record, will need to pay a £50.00 

deposit per family, in advance of their child’s first day using the club.  This 

deposit may be provided as cash or as a cheque made payable to ‘The 

Roundabout Club’.  This deposit will be held on file, with the Treasurer, and 

returned in full when the first invoice has been paid off in full.  Cash payments 

will only be returned in person and will require a signature from the recipient; 

cheque payments may be returned by post.  There is no requirement to pay a 



deposit in future years, as a payment record will by then have been established 

(subject to all invoices having been paid within the required 30 day payment 

period). 
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3. Safeguarding and Promoting Children’s Welfare (Child 

Protection) 
 

All children deserve the opportunity to achieve their full potential.  The Club 

has a duty to improve the well being of children in relation to the five outcomes 

in Every Child Matters : to be healthy; to stay safe; to enjoy and achieve; to 

make a positive contribution; to achieve economic well-being.  In order to 

achieve this, the club will provide a secure and happy environment, and abide 



by this policy.  The club is committed to building a culture of safety in which 

the children in our care are protected from abuse, harm and radicalisation.  

Child abuse is any form of physical, emotional or sexual mistreatment or lack 

of care that leads to injury or harm (see Appendix K for signs of abuse). 

 

(See Policy 4 for recruitment of new staff, committee and volunteers).  All new 

staff will be provided with a copy of the Policies and Procedures as part of 

their induction programme.  Parents will be given the opportunity to read the 

Policies and Procedures prior to their child starting, either via paper copy or 

email.  Students, volunteers and visitors will never be left alone with children 

and will always be supervised by a member of staff.  All staff will undertake 

Child Protection Training as available and renew every 3 years.  They are all 

made aware of the need to protect themselves from allegations as follows : 

Ÿ never be alone with a child 

Ÿ make sure you can always be seen by another member of staff 

Ÿ discourage children from sitting on your knees 

Ÿ discourage children from cuddling and hugging 

 

The Designated Person for Child Protection is Linda Pullan and she will 

undertake training every 2 years.  The Deputy Playleader, Pam Heighton will 

also undertake Designated Person training, in case of the seniors absence.  

Either the Senior or the Deputy will be available when the club is open, either 

in person or on the telephone.  The Senior and Deputy will receive regular 

updates on safeguarding via numerous methods eg Northumberland County 

Council Training, Northumberland Safeguarding bulletins etc.  Safeguarding is 

a permanent agenda item at the staff meetings.  The Designated Person will 

keep records secure (in accordance with the Data Protection Act 1998) and 

pass information to relevant organisations as required (records of children will 

be kept after the child has left to age 25 years); update and review policies; 

recognise signs and indicators of abuse (see Appendix K); ensure parents see 

and understand policies; and support the staff. 

  

In the event of an allegation made against a member of staff or volunteer, the 

following procedures should be followed : 

Ÿ The Senior Playleader will report to the Chairperson 

Ÿ The allegation will be immediately referred to the Designated Officer 

(DO) Adam Hall Tel. 01670 623979 within 1 day 

(Adam.hall01@northumberland.gcsx.gov.uk). 



Ÿ Ofsted will be informed if any allegations of serious harm or abuse by 

any person looking after the children, are made. Tel. 0300 123 1231, within 14 

days at the latest. 

Ÿ Parents or carers of the child/children involved will be told about the 

allegation as soon as possible.  If parents have a concern about the care of 

their child at the club, the contact number for Ofsted Early Years Compliance 

and Enforcement Line is Tel 0300 123 1231 will be given. 

Ÿ The staff member will be informed by the Chairperson (after DO has 

been contacted) and will be suspended with pay until investigated. 

Ÿ Clear and comprehensive records of any allegations made, details of how 

allegations were followed up and resolved and any actions taken and decisions 

reached will be kept in the staff members confidential personnel file and a copy 

will be given to the individual, the DO (and police if appropriate).  These records 

will be kept on file until the person reaches retirement age or for 10 years if 

longer, even after they leave. 

 

It is recognised that staff are in a position where they may notice marks on a 

child, radical changes in behaviour, or deterioration in their general well-being, 

the following considerations should apply :- 

ž could the injury have been caused accidentally, and if so, how 

ž does the child’s explanation concur with the injury 

ž if the explanation is consistent with the injury, is the cause itself within 

normal acceptable limits of behaviour 

ž significant changes in children’s behaviour 

ž deterioration in children’s general well-being 

ž unexplained bruising, marks or signs of possible abuse or neglect 

ž children’s comments which give cause for concern 

ž any reasons to suspect neglect or abuse outside the setting, for example in 

the child’s home 

ž inappropriate behaviour displayed by other members of staff, or any other 

person working with the children, for example, inappropriate sexual 

comments; excessive one-to-one attention beyond the requirements of their 

usual role and responsibilities; or inappropriate sharing of images. 

 

Prior to arrival at the club, if a child has sustained any injuries or if there are 

other reasons for sudden changes in a child’s behaviour or emotional state, then 

this information must be shared with the staff by the parents/carers of the 

child. This will be dealt with in confidence.  Information will be shared with 



Morpeth First School (and other relevant people) if necessary.  Staff will 

complete a form stating marks or injuries on a child prior to attending the club, 

and also injuries mentioned by the parents/carers. 

 

Staff may also hear the child talking about experiences which may be worrying; 

or display inappropriate awareness of sexual behaviour.  If the child approaches 

staff and seek to disclose information : 

● The child must be made aware that the information cannot be kept 

confidential. 

● Staff will not ask leading questions and will reassure the child they have 

done the right thing by telling. 

● The staff member will record what the child has said as soon as possible, 

using diagrams if needed. 

● The staff will report the disclosure to the Designated Person, or the 

Deputy if Senior not present. 

● The Designated Person will report to the Chairperson. 

● The Designated Person will contact The FACT Integrated Team at 

Northumberland County Council Tel. 01670 536400 or Emergency Duty 

Team (Out of Hours Team) Tel. 0345 6005252.  A ‘Multi Agency Child 

Protection Referral Form’ will be completed and posted within 48 hours 

of the telephone referral. 

● The Designated Person will receive acknowledgement of the referral and 

the next course of action, within one working day. 

● The safety and welfare of the child will be considered when making 

decisions on whether to share information.  Parents will be informed after 

the FACT Integrated Team have been contacted. 

● The ‘Flow Chart for Referral’ (page 16) from the ‘What to do if you’re 

worried a child is being abused’ Government guidelines will be adhered to 

(see separate Safeguarding file). 

 

Radicalisation 

The Roundabout Club has a legal duty to protect children from the risk of 

radicalisation and being drawn into extremism.  Signs that a child might be at 

risk of radicalisation include : 

● Changes in behaviour, for example becoming withdrawn or aggressive 

● Claiming that terrorist attacks and violence are justified 

● Viewing violent extremist material online 

● Possessing or sharing violent extremist material 



 

If a member of staff suspects that a child is at risk of becoming radicalised, 

they will record any relevant information and refer the matter to the 

Designated person.  All staff will attend basic Prevent Training.  The anti-

terrorist hotline is 0800 789321 (see Appendix OO Prevent Duty). 

 

Peer-on-peer abuse 

Children are vulnerable to abuse by their peers.  Peer-on-peer abuse is taken 

seriously by staff and will be subject to the same child protection procedures 

as other forms of abuse.  Staff are aware of the potential uses of information 

technology for bullying and abusive behaviour between young people. 

 

Staff will not dismiss abusive behaviour as normal between young people.  The 

presence of one or more of the following in relationships between children 

should always trigger concern about the possibility of peer-on-peer abuse : 

 

● Sexual activity of any kind, including sexting 

● One of the children is significantly more dominant than the other or much 

older 

● One of the children is significantly more vulnerable than the other (eg in 

terms of disability, confidence, physical strength) 

● There has been some use of threats, bribes or coercion to ensure 

compliance or secrecy. 

 

If peer-on-peer abuse is suspected or disclosed we will follow the same 

procedures for responding to child abuse. 

 

Up to date information in relation to the requirements for Child Protection will 

be shown to all staff by the Senior Playleader. The Senior 

Playleader/Designated Person will seek up to date information from the 

Northumberland Guidelines and will refer to their Referral Flow Chart (see 

separate safeguarding file).  The Club is aware of The Child Poverty Strategy 

2010 (see Appendix L); The Guidance for Safer Working Practice for Adults 

working with Children and Young People (see Appendix M); Northumberland 

Safeguarding Children Board (see Appendix N); The Lord Laming Report 2009 

(see Appendix O) and the Government’s statutory guidance ‘Working Together 

to Safeguard Children 2018 (see Appendix LL).  The following full documents 



are available to view on the club’s computer (password protected for staff) 

(Appendix QQ): 

 

● Assylum Age Assessment April 2016 

● Blowing the Whistle to a Prescribed Person February 2016 

● Childcare Act 2006 

● Counter-Terrorism and Security Act 2015 

● Female Genital Mutilation Act 2003 

● Information Sharing – advice for practitioners providing safeguarding 

services to children, young people, parents and carers 2015 

● Multi-Agency Threshold Document January 2016 

● Serious Crime Act 2015 

● Sexual Offences Act 2003 

● Sir Robert Francis Freedom to Speak up February 2015 

● UNCRC – The Voice of the Child March 2010 

● Working together to safeguard children 2018 

● Education Act 2002 
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3a.  Confidentiality 
 

The Roundabout Club recognise the importance of confidentiality under the 

Data Protection Act 2018 and The Freedom of Information Act 2000 (see 

Appendix G and Appendix H). 

 

Information will be stored either on paper or on computer, where it is password 

protected.  All paper information will be kept in a locked cabinet and viewed by 

those who have a right or professional need to see them.  Paper records will be 

shredded after the recommended length of time (see table).  ICT information 

will be deleted after the recommended length of time (see table).  The Senior 

Playleader will ensure this is carried out and will keep staff informed of any 



changes.  A confidentiality agreement will be signed annually by all staff and 

directors when they have read and understood all the Policies and Procedures 

(or received updates).  See also Policy 3b for Secure Storage, Handling, Use, 

Retention and Disposal of Disclosures and Disclosure Information. 

 

A separate room can be available for confidential discussions to take place at 

a parent/carer or professional body request. 

 

The table on the following pages indicate the records/documents that the Club 

hold, retention periods, who has access to the records and the Authority for 

the records. See also Policy 3o Data Protection Policy. 
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3b.  Secure Storage, Handling, Use, Retention and Disposal of 

Disclosures and Disclosure Information 
 

As an organisation using the Disclosure and Barring Service (DBS) to help 

assess the suitability of applicants for positions of trust, The Roundabout Club 

complies fully with the DBS Code of Practice regarding the correct handling, 

use, storage, retention and disposal of Disclosures and Disclosure information.  

It also complies fully with its obligations under the Data Protection Act 2018 

and other relevant legislation pertaining to the safe handling, use, storage and 

retention and disposal of Disclosure information, including GDPR May 2018. 

 

Storage and access 



Disclosure information will be kept securely, in a lockable, filing cabinet with 

access strictly controlled and limited to those who are entitled to see it as part 

of their duties. 

 

Handling 

In accordance with Section 124 of the Police Act 1997, Disclosure information 

is only passed to those who are authorised to receive it in the course of their 

duties.  We maintain a record of all those to whom Disclosures or Disclosure 

information has been revealed and it is a criminal offence to pass this 

information to anyone who is not entitled to receive it. 

 

Usage 

Disclosure information is only used for the specific purpose for which it was 

requested and for which the applicant’s full consent has been given. 

 

Retention 

Once a recruitment (or other relevant) decision has been made, we do not keep 

Disclosure information for any longer than is necessary, no longer than 6 

months.  If, in very exceptional circumstances, it is considered necessary to 

keep Disclosure information for longer than six months, we will consult the DBS 

about this and will give full consideration to the data protection and human 

rights of the individual before doing so.  Throughout this time, the usual 

conditions regarding the safe storage and strictly controlled access will prevail. 

 

Disposal 

Once the retention period has elapsed, we will ensure that any Disclosure 

information is immediately destroyed by secure means eg by shredding.  While 

awaiting destruction, Disclosure information will not be kept in any insecure 

receptacle (eg waste bin or confidential waste sack).   We will not keep any 

photocopy or other image of the Disclosure or any copy or representation of 

the contents of a Disclosure.  However, not withstanding the above, we may 

keep a record of the date of issue of a Disclosure, the name of the subject, 

the type of Disclosure requested, the position for which the Disclosure was 

requested, the unique reference number of the Disclosure and the details of 

the recruitment decision taken. 

 

See also Policy 3a Confidentiality. 
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3c. Complaints Procedure 

 

As a user of the club parents have the right to make comments, suggestions or 

complaints about the way in which the service is run or about the way a child is 

treated.  A comment book is also available in the club. The complaints procedure 

is as follows :- 

Stage 1 The complaint/concern should be in writing or by email to the Chair 

theroundaboutclub@hotmail.co.uk who will assure the complainant 

that the matter will be fully investigated - oral reply within 2 days.  

For EYFS children complaints will be investigated within 28 days, and 

for older children complaints will be investigated within 20 days. 

Stage 2 If the complainant is not satisfied s/he may attend the next   

  monthly committee meeting; written notice must be given within 5  

  days of intention to attend the next meeting. 

mailto:theroundaboutclub@hotmail.co.uk


Stage 3 If Stages 1 and 2 are not satisfactory the complainant may take  

  the complaint to the next General meeting of members (see The  

  ‘Memorandum and Articles of Association’ Appendix D). 

Written documentation will be kept of all stages and the outcomes of the 

complaint by the persons involved, and will be kept for a period of 3 years; 

these will be kept in a locked filing cabinet and confidentiality will be 

maintained at all times. Reviews of complaints made to the Club, will be 

considered in line with Risk Assessments (see Risk Assessment file).  No 

dialogue will take place between the Club and the media regarding any 

complaints/concerns. 

 

Parents will be given the name, address and telephone number of OFSTED if 

the matter cannot be resolved internally, or if they wish to contact them in the 

first instance OFSTED, Piccadilly Gate, Store Street, Manchester M1 2WD 

Tel. 0300 123 1231.  The Roundabout Club’s Ofsted Number is 2555131. The 

Senior Playleader will provide OFSTED, if requested, a written record of all 

complaints made during any specific period, and the action which was taken as 

a result of each complaint.  If a complaint is against a member of staff then 

OFSTED will be notified orally within 24 hours and in writing within 3 working 

days, by the Senior Playleader (see also 4a Whistleblowing Policy). 
Updated October 2019 Review date October 2020 
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3d. Health and Safety 

 

Illness and Injury 

The following common communicable diseases will exclude children from 

attending the Club: Chicken Pox, Conjunctivitis, Measles, German Measles, 

sickness and diarrhoea, Mumps and other contagious illnesses judged by the 

staff to merit exclusion (see Appendix P), so as not to transfer between person 

to person.  The Senior Playleader is responsible for updating and reviewing this 

list.  The Club has a duty of care towards children, staff, parents and visitors.  

Parents must inform the Club (and Morpeth First School) of any infectious 

illness as soon as possible.  Parents will be informed verbally by staff of 

exposure to an infectious disease.  In addition, a notice will be prominently 

displayed.  Staff must inform the Club of any contact with infection/illness 

outside of work, regardless of showing signs and symptoms of the illness 

themselves.  Liaison with the school will also take place regarding the above.  



Ofsted, and FACT, will be informed of any serious accident, illness or injury, 

or death of any child, within 14 days of any incident occurring. A form is 

available for verbal communication from parents regarding the child’s well-

being.  The Club will follow Morpeth First School’s Policy (and Northumberland 

County Council guidelines) for dealing with pandemics. 

 

As with school we ask that children suffering from sickness be kept off for 48 

hours, after the last bout of sickness.  Also, if children have symptoms of flu-

like illness, they should be kept away until they are recovered and free of 

symptoms.  Should a child become sick during their time at the Club the Senior 

Playleader will decide whether it is appropriate to keep the child within the 

Club or contact parents.  If the child is kept within the Club, they will be made 

comfortable and a member of staff will be near them at all times.  If necessary 

the child (with 2 members of staff) will be placed in a separate room, to contain 

the infection, taking into account the emotional needs of the child.  Parents will 

be advised to seek further advice and guidance from their G.P or pharmacist.  

A form will be completed with actions taken by staff and signed by the 

parents/carers collecting the child.  All staff are aware of the sickness 

procedure, to ensure the health and safety of others (see Appendix Q). 

Accidents and First Aid 

A First Aid box will be available containing essential items which will be 

maintained on a regular basis by a qualified First Aider (see Appendix R); the 

contents of the First Aid box/bags will be date checked and this will be 

recorded with a signature and the date checked.  This will be kept in the 

equipment cupboard which will be lockable and a First Aid sign visible.  Smaller 

First Aid Kits will be carried by qualified staff when other rooms/outside are 

used.  Accidents and injuries will be recorded in the Accident Book, which will 

be shown to parents to sign that they have been notified.  The Senior 

Playleader will regularly review the Accident log book and carry out risk 

assessments for hazard hotspots.  Children are encouraged to identify hazard 

hotspots and to be involved in the risk assessments, and to inform staff of the 

risks; children are then praised for their awareness.  Senior staff will inform 

OFSTED and RIDDOR (Health and Safety Executive) of major incidents.  First 

Aid will be administered by qualified First Aided staff.  Gloves and protective 

clothing will always be worn (see Policy 3e HIV/Aids). At least one person who 

has a current paediatric first aid certificate will be on the premises at all times 

when children are present.  Certificate holders will review training every 3 

years.  All staff are offered First Aid training and at least 50% of the staff 



team will be First Aid qualified.  All parents are required to sign a consent form 

(see Appendix F) to cover emergency medical treatment, including dentistry 

treatment.  The Club will assess the severity of the accident/injury, including 

dentistry treatment, and contact with the parent will be made.  On the parents 

advice, further treatment will be sought.  The Senior Playleader carries a 

cordless telephone and can be contacted at anytime when the Club is open.  A 

mobile telephone is available for use in emergencies to allow staff to make 

contact with parents / emergency contacts (999 or 112 can be dialled when 

using the mobile).  The mobile phone will be switched off at all other times. 

 

Sun cream will be available for the children to apply themselves (or provided 

by the parents/carers) as permission agreed by parents signing the 

Registration/Consent Form. 

 

Medicines 

If a child attends the Club who requires administered medication, such as epi-

pen, insulin, piriton etc (prescribed by a G.P only), a form will be completed by 

the parent; this form includes name of child, parents signature, date, name of 

medication, dose and time to administer medication.  All staff are offered epi-

pen training (when needed) and other training will be sought where necessary 

by qualified health professionals.  Current guidelines for administering 

medication will be shared with the parents where necessary.  If staff feel 

unable to administer medication, this will be documented.  All individual cases 

(regarding medication) will be reviewed by staff.  Medicines (in date, in the 

original container only and clearly labelled with the child’s name) will be stored 

in a locked appropriate place (in accordance with the products instructions).  

Any medicine will be kept in a padlocked First Aid bag in the fridge (if needs 

to be kept in fridge) or in a locked tin in the black filing cabinet.  Staff 

administering the medicine will check the medicine against the form completed 

by the parent.  Children’s emotional well being will be supported during 

administration of medication or treatment by reassurance (distraction if 

needed) and positive reinforcement from the staff.  After medication is 

administered a form will be completed showing dose, method of administration, 

date / time given, child’s details, any details of medication (including batch 

number if shown) and signed by the member of staff administering the 

medication (with a staff witness).  This form will then be signed by the parent 

on collection of their child.  If an over dosage of medication or wrong 

medication given, medical advice will be sought immediately and the parents 



informed as soon as possible.  If a child refuses their medicine, this will be 

documented and the parents informed.  If a child has to self administer ie 

inhaler, insulin etc then the Club will accommodate this by offering them a quiet 

area, supervised by 2 members of staff.  Allergies will be recorded on the 

child’s registration form prior to starting at the Club by the parents.  

Registration forms will be renewed annually to ensure the Club has up-to-date 

medical information.  The Club will endeavor to support the child and their 

family if long term medication/medical treatment is needed.  Individual cases 

will be discussed at the discretion of the committee.  The Senior Playleader 

will inform all staff of medical/dietary/allergy changes and the information will 

be displayed in the appropriate places ie a nut free allergy box.   

 

Drug Policy 

The Club operates a no-drug and no-smoking policy on the school premises, 

which complies with Health and Safety regulations, or when staff are acting in 

loco parents, including trips (this is in line with Morpeth First School’s Drug 

policy).  No smoking signs are displayed on the external gates. This policy covers 

a range of drugs including medicines, tobacco, vaping, alcohol, solvents and 

illegal drugs.   If staff must smoke during work hours, on a permitted break 

only, they must do so off the premises and remove all work clothing.  Regard 

for passive smoking must be taken into account by staff, parents and visitors.  

If guidance on smoking is sought, then information on cessation can be shared.  

Children’s books and resources are available in the Club, regarding healthy 

lifestyles, for children to read in their own time. 

 

If staff are taking medication which they believe may affect their ability to 

care for children, they should seek medical advice prior to starting work. Staff 

medication must be securely stored on the premises and out of the reach of 

children at all times.  If staff medical needs change, a risk assessment may 

need to be carried out to ensure they are suitable to work with children. 

 

If a member of staff arrives at work under the influence of alcohol or drugs 

they will be asked to leave immediately and disciplinary action will be taken. 

 

If a parent arrives to collect a child from the Club, and appears to be under 

the influence of any type of drug, the staff will record the incident and report 

to relevant authorities as soon as possible. 

 



Food and Drink 

Staff will be informed of food hygiene during their induction period; all staff 

will undertake Food Safety and Hygiene training. Any member of staff showing 

signs of infection or ill health will not be permitted to handle food. Pam 

Heighton, Deputy Playleader has had training on Food Allergies (see risk 

assessment).  A food allergy board displays photos of the children with allergies 

and all staff are made aware of this.  Staff preparing snacks will wash their 

hands before preparation, and remove any outside clothing.  Tables and areas 

used for preparation will be thoroughly cleaned before and after use.  Before 

the children eat snack, their hands will be cleaned with hand-gel. Snacks 

provided (see healthy rota in the Club) will be healthy, balanced and nutritious 

eg selection of breads, cracker bread, cheese, fruit etc (parents will inform 

the club of a child’s dietary needs on their registration form prior to starting 

at the club).  A tally chart will be used to gain the children’s views and opinions 

of the different types of food.  If the children enjoy new food, they are 

encouraged to share this with their parents/carers.  Children are given the 

choice of a selection of snacks, which vary daily and include a nationality day, 

so the children can taste new food, textures and smells. The dietary needs of 

all children will be met. Food will not be used as a punishment or reward.  

Children can make the choice of not having a snack, but a drink is encouraged.  

Fresh drinking water will always be available, inside and outside.  The Club is 

aware and will promote good dental hygiene practice by offering low sugar 

snacks and drinks. Worksheets/colouring sheets about dental health are 

available for the children to complete.  Fruit and other perishable items will be 

kept in the clubs fridge.  The fridge is cleaned on a regular basis and a daily 

temperature taken (fridge temperature maximum +5 C).  A daily freezer 

temperature is taken and recorded (-18 C minimum).  Biscuits and unopened 

items will be stored in an appropriate air tight container.  Nut/gluten free 

biscuits will be kept in a separate container and prepared separately.  During 

term time, if snacks are provided by the parents, they can be placed in the 

Club’s fridge at the start of the day.  During holidays, packed lunches will be 

kept in the fridge. Fruit and vegetables will be washed before being prepared.  

Children may help with the preparation of snack by a class rota (see rota in the 

Club).  The Club work alongside Morpeth First School in offering healthy 

snacks.  The staff are aware of their responsibility and act as good role models.  

The Safer Food Better Business Pack is used and implemented in the Club (see 

Local Authority contact for Health and Safety in the pack).  We demonstrate 

the food cycles by planting seeds and observing their growth, including foods 



they can taste.  Ofsted will be informed within 14 days of any food poisoning 

affecting two or more children looked after at the club.  The Club is aware of 

the Childhood Obesity Strategy 2007 (see Appendix S) and the 

Northumberland Children and Young People’s Plan – Having a Life 2008 (see 

Appendix T). 

 

Personal Hygiene 

Children will be encouraged to cover their nose and mouth, to use tissues and 

clean their hands with hand-gel after sneezing or coughing.  They will be 

encouraged to dispose of dirty tissues promptly and carefully.  Areas of 

possible contamination (ie door handles, telephones etc) will be cleaned 

frequently. 

 

The toilet in the community room will be checked for cleanliness by staff 

before the club starts and during opening hours.  If any supplies are needed 

then the Caretaker will be informed immediately.   

 

Children will be encouraged to manage their own toileting (and changing when 

necessary).  If enough staff are available, they will support the child with this. 
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3e. HIV / AIDS 

 
AIDS (acquired immune deficiency) is caused by the virus HIV (human 

immunodeficiency virus) and it works by attacking the body’s normal defence 

against illness. 

 

There is no evidence that there is a risk of transmission of infection from the 

following :- 

ž normal social domestic educational contact 

ž sharing washing or toilet facilities 

ž sharing eating and drinking utensils 

ž airborne droplets from coughing and sneezing 

 

Children are currently unlikely to receive HIV through contaminated medical 

treatment within Britain. 

 

Circumstances in which a child under 16 is likely to have acquired HIV infection 

include the following routes :- 

ž in utero at birth 

ž drug using practices 

ž sexual abuse and unlawful sexual intercourse 

 



AIDS is not a notifiable disease and, based on all the available evidence, and 

provided normal practices of hygiene are maintained, there is virtually no risk 

of transmitting HIV in the setting. 

 

The number of people aware that a child is infectious should be determined by 

the parents/carers wishes and should be rigorously confined to those who need 

to know to ensure the proper care of the child.  If a member of staff disclosed 

to management regarding their medical circumstances, they have the same 

right to discretion as a child. 

 

Those involved in educating and caring for the above children should be 

sensitive to their need for confidentiality and the right to privacy.  Both the 

parents/carers and the child may need support and counselling, and this is also 

likely to be needed by those involved in the direct care of the child.  This would 

also apply to members of staff. 

The general view is that the benefits to an HIV child which come from 

attending these facilities and enjoying normal social relationships outweigh the 

risk to him or her of acquiring harmful infections.  Infected children should 

therefore be allowed to attend freely and be treated in the same way as other 

children. 

 

Assessment of possible risks and the management of immunodeficient children 

should be dealt with by their GP or a medical specialist if one is involved; this 

would be applicable for members of staff also. 

 

For further guidance, refer to the Northumberland Social Services 

Department for HIV / AIDS Policy Statement and Hygiene Procedures 

Guidance – Hygiene control – The Teacher’s Union. See Appendix RR. 
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3f. Equal Opportunities / Inclusion Policy 

 
We shall always treat the children with equal concern irrespective of religious 

persuasion, racial origin, culture or linguistic background, gender, age, ability 

or disability, Looked After Children or gender dysphoria.  Each child will be 

treated as an individual.  Children with special needs have the right to be 

included and for their needs to be met. (See Policy 3g Special Educational 

Needs and Disability Policy).  Parents must complete a Registration Form, which 

includes information on the child’s needs (see Appendix F). 

 

Equal opportunities and inclusion is about everyone having an equal chance to 

develop themselves to their full potential; The Roundabout Club will create 

conditions which ensure individuals are allowed to do this.  Equal opportunities 

and inclusion is about widening life choices and not restricting them.  Talents 

will be fostered and not suppressed; gifted and talented children will not be 

held back. 

 

We are aware of our responsibility to The Children Act 2004 (see Appendix  

U), The Disability Discrimination Act 2005 (see Appendix V), and The Equality 

Act including The Children and Families Act 2014 (see Appendix W). 

 

All children will be encouraged to play with all equipment and will have access 

to all activities, for example construction sets, dressing up etc, activities will 



not be gender stereotyped.  Children will be discouraged from using offensive 

language of any kind and will be commended when they challenge such language.  

The Club will provide books and equipment which reflect various positive images 

of other cultures.  To ensure that we treat everyone as individuals, we aim to 

follow and implement these statements : 

 

Gender 

● All children will be expected to work together in a constructive and 

positive manner. 

● We expect exactly the same standards of tidiness and politeness from 

boys as from girls. 

Ethnicity/Race  

● Our activities will celebrate cultural diversity and promote racial 

harmony. 

● Resources will portray members of different ethnic and cultural groups 

in ways which are positive and non-stereotypical. 

● Members of all ethnic and cultural groups will be welcomed and valued. 

● Children with English as an additional language will be supported. 

● Racist incidents will be dealt with in an effective and consistent manner. 

● Racism will be actively challenged by staff, and parents / children asked 

to refrain from such comments / activities within the Club.  An 

explanation of equal opportunities will be given should the need arise, and 

support given to the person abused in this way, and to the “perpetrator”. 

● See Policy 3 Safeguarding for The Prevent Duty Policy and Appendix OO. 

Disability/Special Needs/Learning Difficulties (see also Policy 3g Special 

Educational Needs and Disability Policy) 

● All children will have access to the same broad, balanced and relevant 

range of activities as other children. 

● Appropriate use will be made of external support services to ensure that 

children with disabilities/special needs/learning difficulties fulfill their 

potential. 

Age/Sexuality/Religion/Belief 

● Resources will reflect the full variety of families that exist in society 

today. 

● Children, parents, primary carers and staff will be reminded of the 

negative effects of stereotyping based on age, gender, sexuality, religion 

or belief, and children who discourage such stereotyping will be rewarded. 



● The activities planned for the children will be used to value and celebrate 

diversity whether that diversity is based on age, sexuality, religion or 

belief. 

● All children will be given opportunities to meet their religious needs, 

especially at the time of important festivals. 

● Children will be welcomed and valued no matter their age, sexuality, 

religion or belief. 

 

Staff will attend regular staff meetings to review and discuss policies and 

procedures, and to ensure the policies are being implemented; these will be 

reviewed annually.  National Strategies will be referred to if needed.  Equal 

opportunities training will be offered to all staff as and when needed; this will 

be shared with parents if necessary.  External organisations will be contacted 

if required.  The Committee will liaise with Morpeth First School if extra 

resources are needed.  See Policy 4b Recruitment of Ex-offenders.  The Club 

must treat Disclosure applicants who have a criminal record fairly and not 

discriminate because of a conviction or other information revealed on the DBS 

forms. A copy of ‘Community Cohesion in Action’ is kept on the top shelf in the 

main cupboard in the Club. 
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3g. Special Educational Needs and Disability Policy 

 
The Roundabout Club operates a whole club approach to providing out of school 

care and aim to meet the individual needs of all children. This involves all the 

staff adhering to a model of good practice. The staff are committed to 

identifying and providing for the needs of all children and inclusion is regarded 

as crucial (see Policy 1d Learning and Development for Early Years children). 

 

We are fully committed to the promotion of equality of opportunity for all 

children in the Club (see Policy 3f Equal Opportunities / Inclusion Policy). 

 

The Club aims to provide a happy caring and secure play environment in which 

each child is valued equally and is given the opportunity to develop her/his 

talents and interests in order to reach their full potential. All children are 

encouraged to develop sensitivity to the needs of others. 

 

In our policy we understand there is a wide range of special needs.  It includes 

those with emotional and behavioural difficulties, those with impaired physical 

abilities, and those with language and communication problems and learning 

difficulties. 

 

The Club has a nominated Inclusion Coordinator named Pam Heighton.  Pam acts 

as a link with parents, staff and external agencies including Morpeth First 

School. She will discuss your child’s individual needs and obtains the relevant 

background information and ensures this is kept confidential, updated and 

reviewed on an annual basis (in accordance with the Data Protection Act 2018 



Appendix G).  She will attend school termly meetings if required.  Pam will 

provide a link for the Keyworker to co-ordinate support for every individual. 

 

The Inclusion Coordinator will work closely with parents and their child to listen 

to their views in order to build upon the children’s previous experiences, 

knowledge, understanding and skills. The Inclusion Coordinator will develop and 

maintain appropriate methods of communicating with parents in relation to the 

issues of special needs and ensures that any outings, trips or activities are 

suitable for the child.  Pam will liaise with previous Early Years settings the 

child has attended, and with any external agencies currently involved with the 

child and their family. 

 

The parents of all children are required to complete a Registration Form (see 

Appendix F) and to visit the Club and discuss their child’s needs on an individual 

basis with the Roundabout staff. Wherever possible, the Club will try and meet 

the specific needs of children with special needs. The aim being to ensure that 

all children are included in all activities at the Club, specialist equipment and 

care may need to be sought.  If a child starts using the Club with a CAF 

(Common Assessment Framework – see Appendix X) in place, the 

Northumberland Inclusion Toolkit will be used. 

 

In some circumstances, the Club may not be able to support a child without 

additional resources (including a one-to-one worker). The Club retains the right 

to refuse admission until appropriate resources have been obtained. The 

interests (including the safety) of the child, the other children in the Club and 

staff will all be taken into account when making this decision.  In instances 

where the club cannot determine if the staffing ratio’s will be adequate to 

support a child with specific needs, consent may also be sought to discuss the 

child’s support needs with Morpeth First School’s Inclusion Coordinator and 

other agencies where appropriate, including Northumberland Early Years 

Inclusion Coordinator. In such circumstances the Club will discuss issues with 

the parents in line with the Disability Discrimination Act 1995.  Parents may 

seek additional financial support from the Local Authority; this may include 

specialist equipment or a one-to-one worker.  If physical intervention is used 

by staff, a record will be kept of the incident and parents/carers informed 

(see 3h Behaviour Management Policy). 

 



Many children find transition to a new environment a challenge and staff will 

provide both time and emotional support to allow children to settle in (see 1d 

Learning and Development Policy).  If concerns continue after this initial period, 

then guidance will be sought from the Northumberland Inclusion Toolkit (which 

all staff are aware of) by the Keyworker and the Inclusion Coordinator.  These 

concerns will be discussed with the staff team and if necessary Morpeth First 

School staff will be brought in to discuss the child’s needs.  Following this, 

staff will make general notes and observations about the child, using The 

Inclusion Pathway Form, including how they respond to situations, how they 

relate to others, the child’s strengths and areas for development.  A meeting 

with the child’s parents will be held to discuss the progress of the child, and if 

necessary concerns will be raised at this stage.  No labelling or diagnosing of 

the child will be made.  Progress meetings will be regular and will be recorded, 

and any observations gathered or made will be treated equally.  An Inclusion 

Wheel will be completed by the parents and the Keyworker/Inclusion 

Coordinator and any other agencies involved; the progress will always be 

recorded.  The Northumberland Inclusion Toolkit will be used throughout to 

help the child progress. 

 

This Policy is available for all parents to read. Parents may consult with the 

Inclusion Coordinator at the end of a session or arrange an appointment for an 

alternative time. Planning for sessions includes all children, taking into account 

their particular needs.  

 

Staff are kept up to date with relevant and appropriate training, and will inform 

all colleagues of any changes to current practice. 

 

Staff are aware of the need for privacy and to maintain the dignity of all 

children; two members of staff will be present to attend to personal 

hygiene/toileting needs as required and if available. Children will be encouraged 

to manage their own toileting and changing. 

 

This policy will be reviewed each year unless any concerns/difficulties occur 

before this date, taking into account parent’s views. The complaints procedure 

is outlined in Policy 3c. 

 

If children with special/additional needs, are collected by someone other than 

the parent/carer, then the procedure is outlined in Policy 2 Documentation. 
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3h. Behaviour Management  

 

All children are of equal value and individual abilities and aspirations are 

recognised. We are committed to providing a caring, friendly and safe 

environment for all of our children, to encourage positive behaviour.  All staff 

watch and listen to what is happening between children at all times.  The  staff 

have an understanding of unwanted behaviour and have a copy of this policy.  

Unwanted behaviour includes name calling, hitting/kicking and generally being 

unkind towards each other.  Relevant training is offered to staff, when 

available.  Children contribute towards the Club’s rule book; this is available in 

the Club for all children, parents/carers to view at any time. We expect 

children to behave as well as they can in all circumstances.  Any behavioural 

concerns will be shared between members of staff, via staff meetings.  Positive 

behaviour is promoted in the Club by working in partnership with 

parents/carers and offering suggestions to work in the Club and at home eg 

sticker charts, home/club diary, stamps or helping jar; external support will be 

accessed if required. Physical intervention will only be used to prevent injury 

to themselves or others (this will be recorded and the parents informed 

immediately) (see Appendix QQ).  School staff are to be MAPA trained.  The 

staff will not at any time smack, threaten or physically punish a child even if 

permission is given or request made to do so by the parents.  Methods which 

humiliate a child will not be used eg sent out of the room on their own, and 

“naughty chairs” are also not to be used.  If a child shows disruptive or 

unwanted behaviour staff will however, if necessary :- 

Ÿ distract the child by trying another activity  

Ÿ remove the child from the situation 

Ÿ explain to the child why their behaviour is not acceptable and explain the 

choices they have if the behaviour continues eg if behaviour is not 

acceptable inside, then outside play is suggested 



Ÿ listen to the child, acknowledge their point of view and reflect their feelings 

and act on their opinions 

Ÿ if the behaviour continues a “cool down” from the activity will be given.  A 

“cool down” mat to be used if needed. 

Ÿ if necessary share the concern with the parent/carer 

Ÿ staff will praise children and reinforce good behaviour, when appropriate 

(verbally and also using stickers or helping jar) 

Ÿ the incident will be recorded in the incident book, which will be shown and 

signed by the parent/carer collecting the child. 

 

If a child continues to display disruptive or unwanted behaviour, the following 

will apply :- 

Ÿ Parents/Carer will be informed 

Ÿ If the unwanted behaviour continues a ‘1st Warning in Writing’ will be issued 

to the Parents/Carer and a Director(s) will be informed. 

Ÿ If the behaviour persists the Committee are informed, where further action 

will be decided. 

Ÿ The Committee will then write to the Parent/Carer advising them that the 

child / ren will be excluded for a set length of time. 

 

The Committee have a right to exclude a child from the club if the child, staff 

or other children are at risk through dangerous behaviour.  The Club follow 

Morpeth First School Behaviour Policy. 

 

Staff Behaviour 

Staff model positive behaviour by always being polite, helpful and listening to 

each other, children, parents and carers (see Whistleblowing Policy 4a).  The 

staff have a responsibility to maintain their reputation and the reputation of 

the club, both during and outside of working hours.  The staff are in a position 

of trust and influence as role models for the children in their care, and as such 

must demonstrate behaviour that sets a good example to all users of the 

setting.  Swearing and abusive behaviour are not tolerated from anyone at the 

club.  If any member of staff exhibits such behaviour they will be subject to 

the club’s disciplinary procedures.  See Policy 3g for Social Networking Sites. 
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3i.  Anti-bullying 
 

As in conjunction with Morpeth First School’s Bullying Statement, we consider 

bullying to be a deliberate act calculated to hurt, threaten or frighten someone.  

We are committed to providing a caring, friendly and safe environment for all 

of our children and bullying will not be tolerated at the Club.  Bullying and 

harassment based on age, sexuality, religion and belief, will be dealt with in an 

effective and consistent manner.  All staff have an understanding of what 

bullying is and have a copy of this policy.  Possible problem areas will be closely 

supervised by staff.  Bullying may take the form of name calling, verbal teasing 

or taunting, intimidation, damaging other children’s property, radicalisation or 

physical aggression.  The following signs or behaviour may indicate if a child is 

being bullied : 

 

● Reluctance to go into the playground 

● Becomes withdrawn anxious, or lacking in confidence 

● Feigning illness in the morning 

● Has possessions which are damaged or “go missing” (eg mobile phones, I 

pods etc – see 3j Information, Communication, Technology Policy) 

● Has unexplained cuts or bruises 

● Becomes aggressive, disruptive or unreasonable 

● Is bullying other children or siblings 

● Is frightened to say what’s wrong 

● Desire to remain with adults 

 

These signs and behaviours could indicate other problems, but bullying will be 

investigated. 

 

If bullying occurs, the following procedures will be taken (a written record will 

be kept) : 



 

● If bullying is suspected or reported, the incident will be dealt with 

immediately by the member of staff who has been approached. 

● A clear account of the incident will be recorded and given to the Senior 

Playleader. 

● Continuous support and an opportunity for the victim/bully to talk 

separately will be given.  They will be reassured that action will be taken.  

The child will be asked if they feel they have a solution for the problem.  

Efforts will be made to raise the child’s self esteem and confidence. 

● The first step with the bullies is to get them to verbalise and recognise 

the inappropriate behaviour.  It is made clear that bullying behaviour is 

unacceptable and will be dealt with, and that it is the action not the child 

that is unacceptable.  The bully should suggest possible solutions to the 

problem.  If necessary short term achievable targets are agreed and 

monitored until the behaviour improves. 

● The parents/carers of both victims and bullies will be informed, but are 

dealt with separately.  Strategies for parents/carers will be developed if 

it is felt necessary. 

● If the bullying continues a ‘1st Warning in Writing’ will be issued to the 

Parents/Carer and a Director(s) will be informed. 

● If the bullying persists the Committee are informed, where further 

action will be decided. 

● The Committee will then write to the Parent/Carer advising them that 

the child / ren will be excluded for a set length of time. 

● If necessary external agencies will be involved including the Police 

Community Liaison Officer, the Educational Psychologist or a Social 

Worker. 
 

Any incidents occurring between staff will be dealt with appropriately (see 

Whistleblowing Policy 4a). 
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3j.  Information, Communication, Technology (ICT) Policy 
 

Definition of ICT : 

All fixed and mobile technologies that children may encounter, which allow 

them access to content and communications that could raise issues or pose risks 

to their well-being and safety. 

 

Mobile phones : Children 

The club generally discourages children from bringing mobile phones into the 

club, but recognises that there may be occasions when it may be helpful 

(especially Middle School children walking to the club).  Mobile phones must be 

switched off at all times and kept in the Club’s cupboard.  Inappropriate text 

messages sent with the intention of causing emotional harm to the recipient 

will be dealt with in line with the club’s Anti-bullying Policy 3i.  

 

Mobile phones : Staff, Parents/Carers, Visitors 

Mobile phones must be switched off during working hours and kept in a box in 

the cupboard.  Mobile phones must not be used unless on a designated break 

and then this must be away from children.  In an emergency, phones may be 

left switched on and kept in the cupboard.  If used, a witness must be present.  

Parents/visitors will be asked to not use their mobile phones on the premises, 

as in line with Morpeth First School’s Policy.  The setting has a mobile phone 

(with no camera facility) for use in emergencies, and outings.   

 

Cameras/Digital Cameras 

Parents/Carers sign a separate form for permission to use photographs of the 

children (see website paragraph and Appendix SS).  Personal cameras are not 

to be used; the Club has a digital camera which may be used by the children on 

the premises.  Photographs will be downloaded by a member of staff onto the 

Club’s computer (which is password protected) and will be deleted once the 

child has left the school.  Photographs used in the Early Years Foundation Stage 



diaries will be the responsibility of the parents at the end of the Early Years 

Foundation Stage. 

 

 

 

Computers and Internet Facilities 

Games for hand held devices/Club’s computer must be age appropriate and 

staff will check the games prior to use.  The Club  is currently reviewing the 

facility for internet use, and when the Club uses the internet facilities we would 

make use of appropriate fire walls and protection.  All the Club’s records stored 

on the computer are password protected.   

 

Social Networking Sites 

Staff must not post anything onto social networking sites, such as ‘Facebook’ 

that could be construed to have any impact on the club’s reputation, or offend 

any other member of staff or parent using the club.  If staff choose to allow 

parents to view their own personal page on social networking sites, then this 

relationship must remain professional at all times and confidentiality must be 

taken into account.  Staff will not give their personal contact details to 

children, including their mobile telephone number.  If any of the above are 

found to be happening then the member of staff involved will face disciplinary 

action, which could result in dismissal.   

 

The Roundabout Club has a ‘Facebook’ and ‘Twitter’ page, which will display 

information about the club.  This will be updated and administered by the 

Senior Playleader, Deputy Playleader or the directors.  Members of The 

Roundabout Club will be able to have access to these pages (this will not be 

available to the general public), if requested and accepted by the Senior 

Playleader, Deputy Playleader and directors. Photographs of children and their 

names will not be published on Facebook or Twitter.  Anyone found abusing 

these pages will be immediately deleted and no future use of the sites will be 

allowed. 

 

Website 

The Roundabout Club have a website (www.roundaboutclub.co.uk) which is 

updated and administered by the Senior Playleader, Deputy Playleader or the 

directors. The club may use photographs/video on the website that include 

children in publicity that reasonably promotes the work of the club, or for 

http://www.roundaboutclub.co.uk/


teaching materials for use with future pupils, but for no other purpose.  The 

Roundabout Club will take all steps to ensure these images are used solely for 

the purposes they are intended.  If the club becomes aware that these images 

are being used inappropriately of if a parent wishes their child’s photo to be 

deleted from the photo library then the Roundabout Club will stop using the 

child’s images immediately.  These images will then no longer be used in future 

publications but may continue to appear in publications already in circulation.  

Regular updates are sent to members via mailchimp. 

 

DVD’s, Videos and TV 

All DVD’s and videos viewed in the Club will be age appropriate and genuine 

copies.  This also applies to films brought into the Club by a child.  The Club 

annually renews the MPLC (Motion Picture Licensing Company) Certificate which 

allows DVD’s and Videos to be legally watched in the Club; the certificate is 

displayed on the notice board. 

 

The club will not take any responsibility for the loss/theft/or damage of any 

technology/accessories brought into the club. 

 

As the Club is a non-profit making company, it does not need to be registered 

with the Information Commissioner’s Office (ICO) (see Appendix Y). 
 

Communication Devices (walkie-talkies) 

These will be used by staff only and will be used when a member of staff leaves 

the Roundabout Club room, takes the child to the toilet, picks up children from 

classes/clubs, or for communication between staff from outside to inside 

areas.  Additional communication devices are available if the other devices fail 

to work.  Children will be informed that they are for staff use only. 
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3k. Uncollected Child Policy 
 

The following procedure must be adhered to if a child has not been collected 

by 5.50 pm by their authorised guardian.  This is necessary since the premises 

must be vacated by 6.00 pm, and the staff are only employed until that time.  

The procedure is intended to safeguard the welfare of the child.  It is hoped 

that the provision of 4 emergency contacts on the Registration Form (which is 

renewed annually) will be sufficient to avoid the need to contact Social Services 

or the Police.  The Child will be reassured, supported and comforted in any way 

required by the staff throughout. 

 
Parents/carers telephone numbers (home, mobiles and work numbers) are tried at 5.50 pm 

 
If parents/carers are contacted and are on way to collect child, the child waits on the 

school plaza with Senior Playleader and a Playleader.  Leader will be equipped with mobile 

phone and parents telephone number.  Caretaker will be informed if appropriate. 
 

If parents/carers are not available, emergency contact telephone numbers from the 

Child’s Registration Form will be contacted, and recorded in the incident book.   

Caretaker will be informed. 
           
If an emergency contact is available, the child waits at  All contacts unavailable. 

the school plaza with Senior Playleader and a      

Playleader.  Leader will be equipped with mobile phone  Senior Playleader contacts 

and emergency contacts telephone number.  When the child  Chairperson (or another  

is collected by the emergency contact, the child  becomes  available director) at 

the responsibility of the emergency contact person.  approx. 6.15 pm. 
           
         Emergency Duty Team 

         (out of hours) 

         Tel. 0345 6005252 

         and the Police will be 

         contacted at Ponteland 

         (Tel. 101 ext 69191) 

         at approx. 6.30 pm 
 



A detailed record of the incident will be kept. 
 

Ofsted will be informed of the incident if Social Services/Police are involved. 
Updated October 2019 Review date October 2020 

Signed by Senior Playleader   Signed by Director 

The Roundabout Club (Goosehill) Ltd 

3l. Child Safety : Lost / Missing Child Policy 
 

All Parents / carers collecting or dropping off their children to the Club must 

use the Club’s door security system for entry into the community room, 

ensuring the door is closed behind them.  Parents/carers/visitors must ensure 

no-one else has entered the building with them. The outside gates will be 

locked/unlocked at various times; these will be operated by the Club when 

Roundabout is open and via the Office during the school day.  Visitors or 

unfamiliar people will be escorted from the outside gate to the Club and never 

be left unsupervised (see Policy 2 Documentation). See Policy 2 Documentation 

regarding collection of children by other adults or siblings.   
 

At the start of school, children from class 1 - 6 will be escorted to the 

classrooms by the Playleaders, and class 7 – 10 to the cloakrooms to wait for 

their teachers.  In the afternoons the children who have been booked into the 

Club will be collected from their classrooms/cloakrooms by the Playleaders and 

escorted to the Club.  The daily register is taken as soon as possible; if a child 

is not present a Playleader will check with the class teacher as to the child’s 

whereabouts.  If collection of the child has been made from class without the 

Club being aware of the collection, a Playleader will contact the parent/carer 

by telephone as soon as possible to inform of the collection and by whom. 

 

All children are made aware of the boundaries within the setting and the 

importance of the rules in place to keep them safe.  A door monitor will be 

allocated at the start of a session and will be placed by the door into the 

Community room.  The door monitor will record the number of children inside 

and outside.  There will also be a gate/toilet monitor responsible for outside 

play.  When the door monitor finishes their shift (or leaves the room) there 

must be a clear handover to another member of staff, ensuring that there are 

no children absent from the room.  See also Policy 4 Staff Deployment. All 

children wishing to use the toilet must ask a member of staff.  The child can 

then write their name on the toilet door and the staff will be aware of when 



the child has finished; the child can then remove their name alerting the staff 

that the toilet is empty.  If there are numerous children wishing to use the 

toilet, a member of staff will escort the children to class 5/6 cloakroom toilets; 

the staff will take a communication device. 

 

A member of staff (and the children) will check the yard/MUGA for hazards 

before the children using (in term time and in holidays) (see Policy 5 Suitable 

Premises, Environment and Equipment). The outside gate monitor/Senior will be 

located near the gates ensuring there is no risk to the children’s’ safety from 

strangers.  All children are made aware of “stranger danger” and resources are 

available within the Club for the children to look at. The gate monitor will keep 

in regular contact with Roundabout room via the communication device. 

 

All staff are notified of the above, ensuring all children are accounted for at 

all times.  If a child cannot be accounted for, enquiries are made with other 

members of staff.  If the child is still not accounted for, the Senior Playleader 

will then deploy a thorough search of the building / playground (or place of 

visit) by the rest of the staff; all staff will report back to the Senior 

Playleader.  While the search is taking place, staff will escort all the children 

to one area where they will be supervised by a member of staff.  The staff will 

be deployed depending on staff : child ratio.  If the child is found, the incident 

is recorded and the parent/carer informed.  If the child is still not accounted 

for, the Senior Playleader will contact the child’s parents/carers, the Police 

and the Chairperson of the Committee.  A detailed record of the incident will 

be kept.  Ofsted will be informed of the incident.  All incidents are reviewed 

by the Senior Playleader and the staff team and a risk assessment is carried 

out.  The flow chart for a lost / missing child will be used (see separate page). 

 

 

 

 

 

 

 

 

 

 

 



Lost / Missing Child Flow Chart 

 
The following procedure must be adhered to if a child is missing : 

 

 

 

Enquiries are made with all staff on the whereabouts of the child 
 
 

If the child is unaccounted for, 

all the children are taken to one area and supervised by a  

Senior member of staff 
 
 

A thorough search of the building/playground/place of visit is carried 

out by the remaining staff, depending on staff : child ratio. 

Staff report back to the Senior Playleader 
      
      
If child is found, incident is recorded If child is still not accounted 

and parent/carer informed. for, Senior Playleader will 

Child is kept calm until collected. contact child’s parents/carers, 

     the Police, and the Chairperson 

     of the Committee. 
 
 

A detailed record of the incident will be kept. 
 
 

Ofsted will be informed of the incident. 

 

 

 

All incidents are reviewed by the Senior Playleader and the staff team and a 

risk assessment carried out. 
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3m.  Outings Policy 
 

Prior to an outing, a member of the senior team will carry out a thorough risk 

assessment of the area, activity and route to be used (preferably by the senior 

team member who will be attending the outing).  If the area or activity has 

been visited within the last 6 – 12 months, a written Risk Assessment need not 

necessarily be made.  New Risks and hazards will be highlighted and recorded.  

If the outing is suitable and the risks can be minimised further, another risk 

assessment will be carried out the day before the actual outing.  A copy of the 

risk assessment will be shown to all staff, and the parents/carers if requested.  

The risks/hazards will be discussed with the children prior to leaving the 

building.  A staff : child ratio of 1:8 will be maintained, and extra staff will also 

be used. 

 

Transport would normally be on foot.  If transport was needed contact would 

be made with Northumberland County Council for a list of approved transport 

providers. 

 

All children must have signed parental/carer consent prior to the outing.  On 

this consent form the parents/carer will be given detailed instructions on 

where the club outing is (with a map detailing the route taken), the activities 

undertaken, what suitable equipment/clothing is required, approximate 

departure and return time, the Club’s mobile telephone number and a copy of 

the risk assessment taken (if required by the parents).  When the consent form 

is returned to the Club, the parent/carer will be required to check the child’s 

Registration form and amend where necessary.  If a child had any concerns or 

worries about the outing, parents/carers are urged to inform members of 

staff. 

 

Three fully stocked First Aid Kits will be carried on the outing by qualified 

First Aiders.  Extra equipment, such as gloves, water, nappy sacks, toilet paper, 

suncream, hand gel, the Club’s camera, EYFS observation sheets, spare clothing, 

communication devices etc will be carried separately.  Children and staff 

medication, if required, will be taken with all relevant documentation.  

Children’s registration form, medical administration sheet and staff emergency 

contact form will be taken by the Senior Playleader, or the person in charge.  



The Club’s charged mobile telephone will be taken and switched on throughout 

the outing (Tel 07508931042).   

 

On the day of the outing, the Senior team will cross reference the children 

booked into the Club with their consent form and their Registration form, 

ensuring any medication is collected and taken.  Children and staff names 

attending the outing will be recorded in the relevant diaries.  Estimated and 

actual departure and return times will be recorded in the diary.  Labels with 

the Club’s name and mobile telephone number will be given to children prior to 

leaving, and will be worn on the outside clothing.  A notice will be placed on the 

outside security door, stating the date, the approximate time of departure and 

return time, and the mobile telephone number in case parents need to get in 

contact during the outing.  The Caretaker will be informed of the outing and 

approximate departure and return times.  Prior to leaving, children will be asked 

to go to the toilet and they will be encouraged to wear the appropriate clothing 

and footwear.  Staff will do the same and assist children where necessary.  The 

children are expected to carry their own bags (including packed lunch if 

needed) and any toys/activities they wish to take.  The Senior will inform the 

children of the route, risks/hazards involved, activities, and expectations of 

behaviour prior to leaving the building.  If the children have any concerns 

regarding the outing, they will be given the opportunity to ask any questions. 

 

The children will be asked to walk in pairs, and remain in the pairs to and from 

the outing.  A senior staff member will be positioned at the front of the line, 

with other staff positioned throughout the line of children.  When walking 

alongside roads, staff will be positioned closest to the road.  Road crossings 

will be used where possible; if not possible, staff will wait for a safe time to 

cross and position themselves safely in the middle of the road and children will 

cross safely in between the 2 members of staff.  Other staff will lead the 

children and follow them to the other side of the road.  Throughout the route, 

the group will stop at hazardous areas to point out any safety issues.  When 

the group reaches the destination, staff will do a perimeter and safety check 

of the area.  Children will then be informed of the boundaries and any hazards 

that can’t be removed.  The Senior team will do a head count and register 

throughout the trip, before leaving the area and on return to the school. 

 

If during an outing a child, or staff member suffer a minor injury/accident, 

this will be dealt with by a First Aider and appropriate treatment will be given.  



The parents/carers will be informed on the return to the Club and the 

incident/injury recorded.  If a child or staff member suffers a major 

accident/incident, then emergency medical procedures will be followed and 

emergency services will be contacted.  The parent/carer will be informed.  An 

assessment of the casualty will be made and appropriate action will be taken.  

These will be recorded in the incident/accident book on return.  If a child is 

not accounted for during the outing see Policy 3l Child Safety : Lost/Missing 

Child Policy.  If a child consistently displays unwanted behaviour, staff will 

refer to Policy 3h Behaviour Management.   

 

At the end of the outing, staff will offer feedback to the children regarding 

their behaviour and children will be given the opportunity to comment about 

the outing. 

 

See Appendix JJ for Outings Procedure for staff checklist. 
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3n. Lockdown Policy 



 
If there was a threat to the children at The Roundabout Club the following 

principle would be taken :  Safe, Shelter, Fast. 

 

The following basic steps would be taken to achieve this : 

1.  Raise the alarm 

2. Get the children to a place of safety 

3. Alert the emergency services. 

 

These steps are outlined in more detail as follows : 

● Raise an alarm by using communication devices to other staff  

● Shut and barricade the doors using furniture, spare tables, chairs etc 

● Close the blinds and lock the windows and doors 

● Get the children to move into the games cupboard and disabled toilet with 

a staff member.  The doors will be closed and locked by the staff.  Staff 

mobiles are kept in the games cupboard and the staff will call the 

emergency services 

● If there isn’t enough space in the games cupboard and toilet, the 

remaining children will then hide behind tipped up tables and keep quiet 

and out of line of sight from outside 

● Turn the lights out 

● If staff and children are in a classroom, they will all move to the disabled 

toilet in the cloakroom area 

● If staff and children are using the studio, the doors will be locked, the 

curtains shut and the exits barricaded with furniture 

● If staff and children are outside on the MUGA or yard the staff will 

escort them all to the outside disabled toilet and lock the door from the 

inside.  They will communicate with staff inside via the communication 

devices. 

 

The member of staff who contacted the emergency services will keep in 

constant contact with them and wait to be informed the coast is clear and safe. 
Updated October 2019 Review date October 2020 
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3o.  Data Protection Policy 



At The Roundabout Club we respect the privacy of the children attending the 

Club and the privacy of their parents or carers, as well as the privacy of our 

staff. Our aim is to ensure that all those using and working at The Roundabout 

Club can do so with confidence that their personal data is being kept secure. 

Our lead person for data protection is Linda Pullan. The lead person ensures 

that the Club meets the requirements of the GDPR, liaises with statutory 

bodies when necessary, and responds to any subject access requests. 

Confidentiality 

Within the Club we respect confidentiality in the following ways: 

● We will only ever share information with a parent about their own child. 

● Information given by parents to Club staff about their child 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 Designated Officer. 

● Staff only discuss individual children for purposes of planning and group 

management. 

● Staff are made aware of the importance of confidentiality during their 

induction process. 

● Issues relating to the employment of staff, whether paid or voluntary, will 

remain confidential to those making personnel decisions. 

● All personal data is stored securely in a lockable filing cabinet / on a 

password protected computer. 

● Students on work placements and volunteers are informed of our Data 

Protection policy and are required to respect it. 

Information that we keep 

Children and parents: We hold only the information necessary to provide a 

childcare service for each child. This includes child registration information, 

medical information, parent contact information, attendance records, incident 

and accident records and so forth. Once a child leaves our care we retain only 

the data required by statutory legislation and industry best practice, and for 



the prescribed periods of time. Electronic data that is no longer required is 

deleted and paper records are disposed of securely. 

Staff: We keep information about employees in order to meet HMRC 

requirements, and to comply with all other areas of employment legislation. We 

retain the information after a member of staff has left our employment for 

the recommended period of time, then it is deleted or destroyed as necessary. 

Sharing information with third parties 

We will only share child information with outside agencies on a need-to-know 

basis and with consent from parents, except in cases relating to safeguarding 

children, criminal activity, or if required by legally authorised bodies (eg Police, 

HMRC, etc). 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.   

Some limited personal information is disclosed to authorised third parties we 

have engaged to process it, as part of the normal running of our business, for 

example to manage our payroll and accounts. Any such third parties comply with 

the strict data protection regulations of the GDPR. 

Subject access requests 

● Parents/carers can ask to see the information and records relating to their 

child, and/or any information that we keep about themselves.  

● Staff and volunteers can ask to see any information that we keep about 

them.  

● We will make the requested information available as soon as practicable, and 

will respond to the request within one month at the latest. 

● If our information is found to be incorrect or out of date, we will update it 

promptly. 

● If any individual about whom we hold data has a complaint about how we have 

kept their information secure, or how we have responded to a subject access 

request, they may complain to the Information Commissioner’s Office (ICO). 

GDPR 



We comply with the requirements of the General Data Protection Regulation 

(GDPR), regarding obtaining, storing and using personal data. 
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4. Suitable People 

 

Recruitment 

All vacancies will be advertised and will state the hours, qualifications (if 

required), job role, and contain a statement that a Disclosure and Barring 

Service (DBS) check and live update will be requested in the event of the 

individual being offered a position.   Any convictions, cautions, court orders, 

reprimands and warnings which may affect their suitability to work with 

children, must be disclosed by the applicant.  A job description will be sent to 

all enquiries.  A current C.V (including a full employment history) and covering 



letter (or an application form) will be requested from all prospective staff.  

References will be sought (see Appendix Z for Procedure for Appointing New 

Staff).  All prospective staff will be contacted by the Senior Playleader or a 

Director and invited for interview with the Senior Playleader and a Director 

prior to starting work.  Unsuccessful applicants will be contacted and a reason 

for not being offered the job given, if requested.  Records of selection will be 

kept confidential on a need to know basis. Posts will be offered on merit, 

knowledge, skills and experience, (following the job description) and the 

applicants age, sexuality, gender dysphoria, religion or belief will be irrelevant 

in making the appointment.  The Club will refer to the six areas of skills and 

knowledge of the Common Core 2010 Children’s Workforce Development Council 

(CWDC) – (see Appendix  AA).  Successful applicants will receive a telephone 

call (or be told after the interview) from the Senior Playleader or Director on 

the day of the interview. All new staff (and directors) will complete an 

enhanced DBS form where all disclosures must be included and go “live”; a 

Childcare Disqualification Declaration Form will also be completed (see Policy 

4c).  The forms will be reviewed with current Ofsted advice regarding each 

individual. All staff will have a 3 month probationary period. The Senior 

Playleader will keep a Single Central Record (SCR) for staff and the committee, 

which includes evidence of eligibility to work in the UK, address and date of 

birth (preferably a passport and driving licence). The Club is aware of relevant 

legislations ie Equality Act 2010 (see Appendix W), Disability Discrimination 

Act 2005 (see Appendix V) and the Safeguarding Vulnerable Groups Act 2006 

(see Appendix MM).  Morpeth First School will hold a Single Central Record for 

staff who they employ at the school. 

 

All new staff are made aware of the sickness procedure and holiday allowance 

as follows : 

Sickness : all staff must contact the club on the first day of sickness at 7.30 

am in term time and 8.00 am in holiday time (or as soon as possible) (see 

Appendix BB Staff Sickness Procedure) so that contingency arrangements can 

be put in place.  The Senior Playleader will keep sickness records up to date. 

 

Holidays :  all staff must seek approval (by completing a holiday form) from the 

Senior Playleader prior to taking holiday hours, to ensure adult : child ratios 

are covered. 

 



All staff will be issued with a uniform, which must be worn during working hours 

(t-shirt, jumper or fleece) with the club’s logo on.  If the uniform is worn out 

of work hours, then staff will ensure that no behaviour could be construed to 

have any impact on the club’s reputation, or offend any parent using the club.  

A photographic identification badge must also be worn at all times. 

 

Staff Induction 

On the first working day the Senior Playleader will introduce the new staff to 

existing staff and show them the premises, including exits, evacuation plan, 

toilets etc.  All new staff will receive a written induction programme during 

their first week by the Senior Playleader, and then a 3 monthly review (see 

Appendix CC).  All new staff will receive a copy of the Policies and Procedures 

during their first week and an explanation on how the setting operates and 

their role and responsibilities within the Club.  The Senior Playleader will 

allocate a member of the Senior Team (or themselves) to mentor, supervise and 

monitor the new staff (if needed).  The Senior Playleader will keep staff files 

up to date, including emergency contact details, copies of certificates and 

training undertaken etc. 

 

Qualifications, Training, Skills and Knowledge 

The staff will be encouraged to undertake relevant in-service and external 

training in relation to their work (through Northumberland Early Years Training 

Directory), especially Child Protection (renewed every 3 years), First Aid 

training (renewed every 3 years) and Food Hygiene (renewed every 3 years).  

Staff will be paid for their time during training, and supported if needed.  

Staff will report back to the staff meetings regarding their training and share 

any updates with the staff team.  At least half of the staff will be 

Childcare/Playwork qualified (or working towards a qualification).  The Club 

refer to the Children’s Workforce Development Council (CWDC) for 

appropriate levels of qualifications for managers and staff (see Appendix DD). 

   

Regular meetings will take place between the staff, headed by the Senior 

Playleader, to update staff and to plan activities, particularly through the 

school holiday period.  The staff will aim to meet on a termly basis and meet 

outside of normal working hours.  The Senior and Deputy Playleader will also 

attend the monthly management committee meetings to report on progress of 

the Club, and to report back to the staff. 

 



All staff will have access to regular Staff Liaison reviews with the Senior 

Playleader and a Director, where individual training needs can be identified and 

their professional development continued by reflecting on what they have 

achieved and to plan for the future.  All staff are encouraged to take 

responsibility for their own continuous development. 

 

Staff Deployment, Staffing Structure 

Some  responsibilities will be shared but specifically the following will apply to 

the Senior Playleader : 

Ÿ The overall control for day to day running of the Club 

Ÿ Update Register and Accident Book 

Ÿ Supervision of staff and volunteers 

Ÿ Fire Drills and record of fire drills 

Ÿ Liaison with Members / Directors. 

Ÿ Adherence to Registration Requirements 

Ÿ Budget Control 

 

The staffing structure is as follows (at least one member of staff will hold a 

full and relevant level 3 qualification and at least half of all the other staff will 

hold a full and relevant level 2 qualification) : 

● Senior Playleader Linda Pullan – Cache Level 3 Playwork; Designated 

Person; Appointed Person 1st Aid; Fire Awareness; Level 2 Food Safety 

and Hygiene; Prevent Awareness 

● Deputy Playleader Pam Heighton – NVQ Level 3 Playwork; Appointed 

Person 1st Aid; Level 2 Food Safety and Hygiene; Fire Awareness; 

SENCO; Designated Person; Prevent Awareness. 

● X 3 Playleaders – who can act up as Seniors Tracy Scott – Cache Level 3 

Playwork; Appointed Person 1st Aid; Level 2 Food Safety and Hygiene; 

Child Protection; Fire Awareness; Prevent Awareness.  Clare Johnson – 

Level 3 Children and Young Person’s Workforce, Appointed Person 1st Aid; 

Level 2 Food Safety and Hygiene; Child Protection; Prevent Awareness.  

Joanne Penfold – Cache Level 3 Playwork; Paediatric First Aid; 

Safeguarding; Fire Awareness; Prevent training; Food Hygiene. 

● X 1 Playleader Level 3 qualified - Susan Atkinson – Level 3 Cache 

Supporting Teaching and Learning; Emergency First Aid; Level 2 Food 

Safety; Prevent Awareness; Safeguarding. 

● X 2 Playleaders Level 2  qualified - Rachel Nichol – BTEC in Health and 

Social Care; Appointed Person 1st Aid; Level 2 Food Safety and Hygiene; 



Safeguarding; Prevent Awareness. Heidi Crosby – NCFE Cache Level 2 

Certificate Introducing Caring for Children and Young People. 

● X 4 Playleaders unqualified – Mel Conroy – Emergency First Aid; 

Safeguarding; Prevent Awareness; Food Safety.  Ryan McMillan – 

Emergency First Aid; Safeguarding; Prevent; Food Safety Level 2.  Anne 

Kidd – Food Safety; Prevent; Safeguarding.  Laura Common – Food Safety 

Level 1 and 2; Paediatric First Aid; Safeguarding. 

 

A ratio of 1 : 8 will be maintained, with a minimum of two staff in place at all 

times.  The Senior Playleader will not be counted into the ratio when numbers 

of children are over 24.  There will only be 24 children in a room at one time 

(excluding registration time) with a Senior present.  The remainder of staff 

will be deployed where needed, taking into account adult : child ratio at all 

times.  When deciding on the maximum numbers of children the club can take, 

it will take into account the following : 

● The adult to child ratios set out in the EYFS guidelines 

● The children’s individual needs, including any additional needs 

● The space that is available to use and how it is organised 

● The ages of the children 

● Staff qualifications and experiences 

● Toilet/door monitor (inside and outside) 

● Desk duties 

● The activities provided and whether these need additional adult support 

or specific qualifications. 

 

Volunteers and Students 

Students and volunteers will never be left alone with children and will always 

be supervised.  Volunteers and students will not be counted towards the adult 

: child ratio.  Volunteers, students and staff must be aged 16 years and above.  

Volunteers and students will be required to complete a DBS form.  Volunteers 

and students will be inducted as a new member of staff and will be allocated a 

mentor (see Staff Induction paragraph above).  Volunteers and students must 

read and sign to declare they have read and understood the Policies and 

Procedures. Awareness and knowledge of the Early Years Foundation Stage and 

Every Child Matters would be desirable, but training and advice could be given 

if needed.  Working hours will be agreed before commencement of work.  The 

Senior Playleader will keep all records confidential and on a need to know basis 

(see Policy 3a Confidentiality for Retention of Records table). 



 

Disqualification (see also Policy 4c Childcare Disqualification Declaration 

Regulations 

In the event of a disqualification of the registered provider (ie the Senior 

Playleader), they will not continue as an early years provider, or be directly 

concerned in the management of the Club.  If the Senior Team or the 

Committee become aware of any information which may lead to a 

disqualification, they will take appropriate action.  If an employed person at 

the Club becomes disqualified, the Committee will not continue to employ this 

person.  The Club will provide Ofsted with all the information necessary and 

will do so within 14 days of the date the Club became aware of the information 

(see Policy 1e Ofsted).  In some circumstances, the Playleader  may be able to 

obtain a “waiver” from Ofsted.  The registered provider or a Playleader may 

also be disqualified if they live in the same household as another person who is 

disqualified. 

 

All staff will ensure throughout that the children are in a safe and happy 

environment during their time at the Club.   

 

The children of staff can use the Club in the same way as any member.  They 

need to be registered and counted in the numbers with payment at the standard 

rate. 

Ofsted will be informed of any change of name, telephone number or address 

of the premises, change of hours, any significant events which may affect the 

club, or change of the Senior Playleader, before the event occurring, or within 

14 days (see Policy 1e Ofsted). 
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4a. Whistleblowing Policy 

 

This policy is intended to encourage and enable staff to raise concerns or 

report incidents involving an action by a member of staff or volunteer, rather 

than overlooking a problem; and act upon their concerns without the fear of 

victimisation or reprisals.  Staff employment rights will be protected.  All 

concerns will be taken seriously and treated in confidence and every effort will 

be made not to reveal the identity, if so wished. 

 

The concern should be raised with the Senior Playleader (or a Director) either 

verbally or in writing (stating the background and history of the concern 

including dates, and the reasons of concern).  Initial enquiries will be made to 

decide whether an investigation is appropriate.  If appropriate an emergency 

committee meeting will be held as soon as possible and the matter raised will 

be thoroughly investigated by the Committee and a response given.  If an 



allegation is made in good faith, but is not confirmed by the investigation, no 

action will be taken against the employee.  Parents/carers will be informed by 

a Director where necessary and will be supported throughout the investigation. 

 

The Roundabout Club will treat all matters of malpractice very seriously and 

allegations will be dealt with quickly and with appropriate confidentiality.  

Under some circumstances there may be a need to report to external agencies, 

such as the police, or disciplinary action may be taken.  A record of any concern 

or incident will be recorded at all stages and the outcome.  This will be kept in 

a locked cabinet and kept confidential.  See also Complaints Policy 3c.  No 

dialogue will be made between the Club and the media. 

 

Staff can contact Ofsted via the Ofsted Whistleblowing Hotline on the 

following (see Appendix EE) : 

Email : whistleblowing@ofsted.gov.uk 

Telephone :  0300 123 3155 Monday to Friday 8.00 am – 6.00 pm 

Address : WBHL, Ofsted, Piccadilly Gate, Store Street, Manchester M1 2WD 
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4b.  Recruitment of Ex-offenders 
 

As an organisation using the Disclosure and Barring Service (DBS) to assess 

applicants suitability for positions of trust, The Roundabout Club complies fully 

with the DBS Code of Practice and undertakes to treat all applicants for 

positions fairly.  It undertakes not to discriminate unfairly against any subject 

of a Disclosure on the basis of a conviction or other information revealed.  The 

Roundabout Club is committed to the fair treatment of its staff, potential 

staff or users of its services, regardless of race, gender, religion, sexual 

orientation, responsibilities for dependants, age, physical/mental disability or 

offending background. 

 

This policy is made available to all Disclosure applicants at the outset of the 

recruitment process.  We actively promote equality of opportunity for all with 

the right mix of talent, skills and potential and welcome applications from a 

wide range of candidates, including those with criminal records.  We select all 

mailto:whistleblowing@ofsted.gov.uk


candidates for interview based on their skills, qualifications and experience.  

All application forms, job adverts and recruitment briefs will contain a 

statement that a Disclosure and Barring Service (DBS) form and a live update 

will be requested in the event of the individual being offered a position. 

 

At interview, or in a separate discussion, we ensure that an open and measured 

discussion takes place on the subject of any offences or other matter that 

might be relevant to the position.  Failure to reveal information that is directly 

relevant to the position sought could lead to withdrawal of an offer of 

employment.  We make every subject of a DBS Disclosure aware of the 

existence of the DBS Code of Practice and make a copy available on request. 

 

We undertake to discuss any matter revealed in a Disclosure with the person 

seeking the position before withdrawing a conditional offer of employment.  

Having a criminal record will not necessarily exclude you from working with us.  

This will depend on the nature of the position and the circumstances and 

background of your offences. 
 

Updated October 2019 Review date October 2020 

Signed by Senior Playleader   Signed by Director 

The Roundabout Club (Goosehill) Ltd 

4c.  Childcare Disqualification Declaration Regulations 
 

The Roundabout Club is required to ensure that staff and volunteers are not 

disqualified from working in the setting under the Childcare (Disqualification) 

Regulations 2009. 

 

A person may be disqualified through : 

1.  Having certain orders or other restrictions placed upon them 

2. Having committed certain offences 

3. Living in the same household as someone who is disqualified by virtue of 1 

or 2 above (this is known as disqualification by association). 

 

Therefore all staff and directors are required to annually sign a Childcare 

Disqualification Declaration Form confirming that they are not disqualified 

under the Regulations from working at the Roundabout Club. 

 



If staff and directors fail to complete and return the form to the Senior 

Playleader, this will be regarded as a disciplinary matter, which may result in 

dismissal and in the case of volunteers, this may mean that they can no longer 

work at the club.   

 

A person is disqualified if any of the following apply : 

● They have been cautioned for, or convicted of certain violent or sexual 

criminal offences against adults and any offences against children; 

● They are the subject of an Order, direction or similar in respect of 

childcare, including orders made in respect of their own children; 

● That have had registration refused or cancelled in relation to childcare 

of children’s homes or have been disqualified from private fostering; 

● They live in the same household where another person who is disqualified 

lives or works (disqualification ‘by association’).  This means that the 

householder has an order, restriction, conviction, caution etc set out in 

the Legislation.  It is accepted that staff may not necessarily know this 

information – the declaration requires them to answer “to the best of 

their knowledge”. 

 

 

Anyone who is disqualified will be immediately removed from the setting.  They 

can then apply to Ofsted for a waiver. Support will be provided with this 

process.  Further details on how to make an application for a waiver can be 

found on the Ofsted fact sheet : Applying to waive disqualification : early years 

and childcare providers.  Whilst a waiver application is under consideration, the 

individual will not be allowed to continue to work in the setting.  Once a waiver 

has been granted from Osted then the staff will be allowed back to work in the 

setting.  Ofsted may grant a full or partial waiver, including a waiver that would 

allow an individual to work in the setting.  Where a waiver is not granted, the 

employee may need to be dismissed. 

 

If an individual is identified as disqualified or ‘by association’ the following 

information should be provided by the individual without delay : 

● Details of any order, determination, restriction, conviction, caution or 

other grounds for disqualification from registration under the Childcare 

(Disqualification) Regulations 2009 

● The date(s) of the order, determination or conviction, or the date when 

the other ground for disqualification arose 



● The relevant court(s) or body(ies) which made the order, determination 

or conviction, and the sentence (if any) imposed 

● A certified copy of the relevant order (in relation to an order or 

conviction). 

This information may be supplied separately to the form.  Any information given 

to the Roundabout Club will be provided to Ofsted as soon as reasonably 

practicable, but at the latest within 14 days of the date the club became aware 

of the information. 

 

Staff and directors must notify the Senior Playleader immediately if anything 

that affects their suitability to work with children including any pending court 

appearances, cautions, warnings, convictions, orders or other determinations 

made in respect of them or a member of their household. 

 

The declaration form will be kept in the club’s Single Central Record.  Staff 

and directors will be required to complete a form annually. 
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5.  Suitable Premises, Environment and Equipment 

 
The Roundabout Club will take reasonable steps to ensure that hazards to 

children, both indoors and outdoors, are kept to a minimum.  All staff are made 

aware of this policy and undertake training when needed; the Senior Playleader 

updates the staff team when needed.  See Appendix A for Morpeth First 

School plan.  A Health and Safety poster is displayed in the Club.  The 

designated Health and Safety Officer is Linda Pullan and Pam Heighton in her 

absence. 

 

A visual risk assessment will be done before the start of every session (and any 

other room used) and risks removed if needed ie remove chairs, tables etc.  

Risk Assessments will be regularly carried out by the Senior Playleader (every 

6 months or earlier if required) which will cover everything that a child may 

come into contact with, including inside environment, outside environment and 

documentation.  These records will include the date, who has carried them out, 



any comments/risks identified, and a review date (see Appendix FF).  Refer 

also to Policy 3L Child Safety regarding security.  The school premises are 

maintained by the School Caretaker and liaison with the School Caretaker may 

be necessary to carry out these Risk Assessments or to minimise the 

risks/hazards, including environmental health issues.  The completed Risk 

Assessments are kept and renewed.  If events are happening in school (ie 

Parents evening) where there are people in the building who are not known to 

the club, then a separate risk assessment will be carried out. Contact with the 

school office will be maintained. Electrical equipment is regularly PAT tested 

(portable appliance tested) by an outside electrician, via the School.  Separate 

Risk Assessments (written if needed) will be carried out prior to trips and 

outings, (including an assessment of required adult : child ratios) and a copy is 

given to all staff and to parents if requested (see 3m Outings Policy). 

 

Any hazards, faulty or broken equipment/toys need to be immediately reported 

to the Senior/Deputy Playleader.  Children are encouraged and praised if they 

report any hazards to the staff.  The equipment will be removed from the club, 

or if appropriate children will be immediately removed from the hazardous 

area.  Sharp edges of corners will be covered to prevent injury.  Wires will be 

clipped to the wall and obstacles will be removed or pushed to the sides, to 

prevent falls.  If an accident, incident or injury occurs, this will be recorded in 

the accident/incident book and the parent informed on collection of their child.  

See Appendix E for an inventory of equipment/resources that are held in the 

Club. 

 

The premises will be adequately ventilated, well lit and a temperature 

maintained that ensures the comfort of the children and staff.  The windows  

are of a suitable height, have safety glass and have safety locks.  The blinds 

have safety chains to prevent injury.  The indoor space requirements of 2.3m2 

per child are met (based on net area of the room and not including storage 

areas).  As far as is reasonable, facilities, equipment and access are suitable 

for children with disabilities.  A partitioned comfy area is provided for children 

who wish to relax, play quietly or sleep.  If any animals are on the premises, 

then staff will ensure that it is safe for children and that they do not pose a 

health risk.  Hygiene requirements are in line with Morpeth First School’s 

Policy. 

 

See also 5a Fire Safety Policy and 5b Evacuation Procedures Policy. 



 

Ofsted will be informed of any change to the premises that may affect the 

space available to children or any structural alterations or change to the 

outside of the premises, either prior to the event occurring or within 14 days 

(see Policy 1e Ofsted).  A current Certificate of Employers’ Liability Insurance 

will be displayed and renewed annually (this includes Public Liability Insurance).  

The Club accepts no responsibility for lost, misplaced, broken or damaged 

clothing belongings or toys; this is the responsibility of the owner. 

 

Manual Handling 

The Roundabout Club is aware of The Health and Safety At Work Act 1974 and 

has a duty of care to ensure as far as is reasonable practicable the health, 

safety and welfare of all employees. A Health and Safety poster will be 

displayed in the Club at all times. The Senior Playleader is responsible for 

reviewing and monitoring risks and hazards and will attend manual handling 

training when available and report back to staff  (See Appendix GG for training 

information on Moving and Handling Objects).  However, all employees have a 

responsibility of care for themselves and for others.  The Club ensures it is a 

safe place of work by providing information, training where necessary, 

supervising staff and providing equipment if needed so that any risks are 

reduced.  Risk assessments will be regularly carried out to identify risks and 

to assess the severity of the risk/hazard (see Appendix FF).  Staff will try to 

avoid to manually lift loads and equipment, but if there is no other option then 

the safest system will be used.  This will be done by checking the route to be 

taken, ensuring there is no obstruction, inspecting the weight of the load and 

asking for help from other staff (see Appendix KK for Safe Practice Guides 

for tasks in the Roundabout Club).  If staff have any known health problems, 

they must report to the Senior Playleader before the start of their shift.  Any 

accidents that occur will be recorded in the Accident/Incident book. 
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5a. Fire Safety 

 

A fire drill will take place once per term (where possible), and without prior 

notification to the staff; the Senior Playleader will liaise with the School 

Caretaker.  The Senior Playleader will record details in the fire log book, 

including any problems notified, how they were resolved, the time the fire drill 

took place and the person in charge of the drill. 

 

The following fire safety procedure must be adhered to :- 

 

Ÿ On discovering a fire, raise the alarm immediately, and tackle the fire if 

can 

Ÿ Call the Fire Brigade and give the full address and postcode 

Ÿ When the bell sounds all children to line up quickly and a staff member to 

lead the children out by the nearest exit  

Ÿ No one is to stop and collect personal belongings 

Ÿ The Senior Playleader to designate a staff member to check the toilet in 

the room 



Ÿ The Senior Playleader will designate a staff member (or themselves) to 

collect the following :  

   Register 

   ‘Signing Out’ book* 

   Staff diary  

   Mobile telephone 

   Pencil 

   First Aid Kit 

Ÿ The last staff member to close the doors and windows behind them 

Ÿ Staff to escort the children over the outside plaza and to assemble on the 

MUGA (Multi Use Games Area) and line up in the nearest available 

designated area 

Ÿ Whoever took the register outside will do a roll call for children and staff 

present using the register, signing out book and staff diary 

Ÿ The Senior Playleader will designate a staff member (or themselves) to do a 

head count of children and staff, whilst the register is being taken 

Ÿ The Senior Playleader to send a member of staff to direct the Fire Engine 

Ÿ All persons to remain outside until “all clear” is given by the Fire Brigade. 

*The ‘signing out’ book contains the parents/carers contact telephone numbers, 

staff emergency contact telephone numbers, the Club’s full address and 

postcode, the Management Committee telephone numbers and the School 

Caretakers telephone number. 

 

All the children will be supported by the staff throughout, and they will be 

given the opportunity to ask any questions/queries if needed.  The staff will be 

aware of Fires exits within the premises and positions of fire extinguishers, as 

well as Fire Procedures laid down by the school.  Fire detection and control 

equipment will be checked regularly by the School Caretaker to ensure they 

are in working order.  The Senior team will attend regular Fire Safety training 

(see Appendix HH for Fire Safety Guidance). 
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5b.  Evacuation Procedures 

 
In the event of Morpeth First School or The Roundabout Club needing to be 

closed earlier than normal closing hours for other reasons, such as bad weather, 

power failure etc, the following procedure would take place : 

 

● Senior staff would make the decision to close early, taking into 

consideration children/staff safety/safe collection of children etc.  

● The senior will inform the Chair/Directors of the closure. 

● Staff would contact the parents/carers using the land-line telephone and 

mobile telephone. 

● Telephone numbers will be taken from the Registration form provided by 

parents/carers.  Home/work/mobile of parents/carers will be tried first; 

if no contact is made the 4 local contacts will be called. 

● A message will be put on the club’s website (www.roundaboutclub.co.uk) 

and Twitter page as soon as possible informing the parents of closure and 

the possible re-opening dates. 

● A senior and another member of staff will stay until the last child has 

been collected. 

http://www.roundaboutclub.co.uk/
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Policies and Procedures reviewed 

 
The policies and procedures were revisited and amended January 2000. 

The policies and procedures were revisited and amended June 2002. 

The policies and procedures were amended July 2002. 

The policies and procedures were amended October 2002. 

The policies and procedures were revisited and amended October 2003. 

The policies and procedures were amended November 2003. 

The policies and procedures were amended December 2003. 

The policies and procedures were amended January 2005. 

The policies and procedures were amended January 2006. 

The policies and procedures were amended March 2006. 

The policies and procedures were amended May 2006. 

The special needs policy was reviewed July 2007. 

Policies 16 and 17 were introduced.  Policies amended April 2008. 

Policy 18 was introduced.  Policy 10 was amended October 2008. 

Policy 9 was amended January 2009. 

Policy 7 was amended February 2009. 

All Policies were revisited and amended November 2009. 

Ofsted contact telephone number changed on all policies April 2010. 



Policy 2 was amended October 2010. 

Policy 3a was amended February 2011. 

Policy 3b was amended February 2011. 

Policy 3d was amended February 2011. 

Policy 3e was amended February 2011. 

Policy 4 was amended February 2011. 

All Policies were revisited and amended by staff June 2012. 

All Policies were revisited and amended by staff June 2013. 

All Polices were revisited and reviewed by staff June 2014. 

All Policies were revisited and reviewed by staff September – November 2015. 

All Policies were revisited and reviewed by staff November 2016. 

All Policies were revisited and reviewed by staff November 2017 and typed in 

January 2018. 

All policies were revisited and reviewed August 2019. 

All policies were revisited and reviewed by staff October 2019. 

 

Appendix C 

Responsibility for Care Agreement 1 (Middle School Children) 
 

This document is to be signed by parents/guardian of Middle School Aged 

children who will be making their own way to The Roundabout Club (Goosehill).  

The child must be signed into the Club by staff before 4.30 pm.  If he/she 

fails to turn up by 4.30 pm, the parents/guardian will be contacted.  If the 

parents/guardian aren’t available, all the emergency contacts will be tried.  The 

Middle School, that the child attends, will also be contacted.  If there has been 

no return call by the parents/guardian by 5.00 pm the police will be contacted.  

If the child is going to be late, then the parents/guardian must contact the 

Club direct. 
 

Please complete a separate form for each child. 

 

 

Name of child : …………………………………………………………………………………………………………… 

 

 

I understand that I (parent/guardian of the above child) am responsible for 

the health and safety of my child during the period of : 



 

 

● Walking from …………………………………………………………………………………………………….. 

 Middle School to The Roundabout Club (Goosehill). 

 

 

Name of parent/guardian :  ……………………………………………………………………………………… 

 

Signature of parent/guardian :  ……………………………………………………………………………… 

 

Date :  …………………………………………………………………………………………………………………………… 

 

 

The Roundabout Club advise that a copy of this form is given to the Middle 

School’s office that the child attends. 
 

Updated August 2019 

APPENDIX K 

Signs and signals of child abuse 
 

Physical abuse 
Physical abuse involves hitting, shaking, throwing, 

poisoning, burning, scalding, drowning, suffocation or 

otherwise causing physical harm to a child.  It may also 

be caused when a parent/carer feigns the symptoms 

of, or deliberately causes ill health in a child they are 

looking after.  This situation is called fabricated or 

induced illness in a child. 

Emotional abuse 
The persistent emotional ill treatment of a child such 

as to cause severe and persistent adverse effects on 

the child’s emotional development.  It may involve 

conveying to children that they are worthless, 

unloved, inadequate or valued only in is far as they 

meet the needs of another person.  It may include not 

giving the child opportunities to express their views, 

deliberately silencing them or ‘making fun’ of what 

they say or how they communicate. 

Multiple bruising/scratching (unexplained) Self harm 

Adult bite marks Physical, mental & emotional developmental 

delay 

Outline bruising eg belt, hand Eating disorders/scavenging for food or 

clothes 

Bruises to eyes and ears Poor self image 

Finger tip bruises Unwilling to join in 

Burns and scalds (untreated injuries) Fear of failure 

Cigarette burns Few friends 

Difficulty in moving limbs Low self esteem 

Blood in white of eyes May bully others 

Injuries to babies not yet mobile Difficulty in forming relationships 



Injuries to mouth Fear of new situations 

Drowsiness from head injury or poisoning Neurotic behaviour ie rocking, thumb 

sucking, hair twisting 

Aggressiveness or withdrawn Attention seeking behaviour 

Poor concentration Witnessing domestic violence 

Arms and legs covered in hot weather Over-reaction to mistakes 

Fear of medical help Sudden speech disorders 

Aggression towards others Fear of parents being contacted 

Chronic running away Extremes of passivity or aggression 

Self-destructive tendencies Chronic running away 

Fear of returning home Compulsive stealing 

Fear of parents being contacted Bedwetting/soiling 

Withdrawal from physical contact Self-mutilation 

Flinching at sudden movements Unwillingness to go with adults 

Unwillingness to go with adults  

  

  

  

Sexual abuse 
Involves forcing or enticing a child or young person to 

take part in sexual activities, not necessarily involving 

a high level of violence, whether or not the child is 

aware of what is happening.  The activities may involve 

physical contact, including assault by penetration (eg 

rape or oral sex) or non-penetrative acts such as 

kissing, rubbing and touching outside of clothing. 

Neglect 
The persistent failure to meet a child’s basic physical 

and/or psychological needs.  Likely to result in the 

serious impairment of the child’s health or 

development.  It may occur during pregnancy as a 

result of maternal substance use.  It may involve a 

parent/carer failing to provide adequate food, shelter 

and clothing. 

Injuries to genital/anal area Delayed physical development 

Sexually transmitted diseases Underweight and small stature 

Unwanted pregnancy Overweight (or obese) 

Bruises, scratches, burns or bite marks Chronic nappy rash 

Eating disorders Slow growth 

Self harm Frequently smelly/poor state of clothing 

Bleeding from vagina or anus Persistently dirty 

Pain in passing urine or faeces Persistently hungry 

Persistent discharge Impairment of health 

Frequent masturbation Infections slow to clear up/ or untreated 

Wetting, soiling, smearing  Persistent head lice 

Sexual awareness inappropriate to 

developmental stage 

Low self esteem/no social relationships 

Acting out sexual activity/sexual drawings Destructive tendencies 

Aggression/hostile behaviour Constant tiredness 

Withdrawn Frequent lateness or non attendance 



Nightmares Neurotic behaviour ie rocking, hair twisting, 

thumb sucking 

Fear of being bathed, changed or put to bed Chronic running away 

Unexplained large sums of money/gifts Stealing/hiding food/scavenging 

Obsessive washing Unwillingness to go with adults 

Running away  

Unwillingness to go with adults  

  

  

Radicalisation Grooming 
Changes in behaviour, eg becoming 

withdrawn or aggressive 

Withdrawn 

Claiming that terrorist attacks and violence 

are justified 

Suddenly behaves differently 

Viewing violent extremist material online Anxious 

Possessing or sharing violent extremist 

material 

Clingy 

Unwillingness to go with adults Depressed 

 Aggressive 

 Takes risks 

 Obsessive behaviour 

 Nightmares or problems sleeping 

 Self harms 

 Secretive 

 Eating disorders or changes in eating habits 

 Soils clothes 

 Thoughts about suicide 

 Older boyfriend/girlfriend 

 Go to unusual places to meet friends 

 New things ie phones that they can’t/won’t 

explain 

 Unwillingness to go with adults 

  

Specific Safeguarding Issues  

Bullying/cyberbulling  

Domestic violence  

Drugs  

Fabricated or induced illness (FII)  

Faith abuse  

Female genital mutilation (FGM)  

Trafficking  



Gender based violence/violence against 

women and girls 

 

Mental health  

Private fostering  

Sexting  

Teenage relationship abuse  

  

  

  

 
Introduction to Safeguarding Children by Northumberland Safeguarding Children Board 24 

March 2012.  Early Years Compliance Handbook September 2015. DfE 2015. Designated 

Safeguarding Lead for Child Protection in Early Years PVI settings delivered by 

Northumberland Early Years Team 10 May 2016. 
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APPENDIX P 

Childhood Illnesses and Exclusion Periods for Common Communicable 

Diseases 

 
Disease Normal 

Incubation 

Period 

(days) 

Period of 

Communicability 
Minimum Period 

of Exclusion 
Symptoms 

Bacillary 

dysentery 
1 – 7 Whilst organism 

in stools 
48 hours after 

clinical recover 
 

Chickenpox 14 – 21 1 day before to 6 

days after rash 
Until all blisters 

are crusted over 

6 – 7 days.  The 

Club must be 

contacted as 

there is a risk to 

pregnant women 

and vulnerable 

children 

Fever, cold 

symptoms, fluid 

filled itchy 

blisters/bumps.  

Blisters may 

start on 

stomach/back 

and often occur 

in crops.  This is 

a viral illness 



Infectious 

Conjunctivitis 
1 – 3 During the 

course of active 

infection 

Until discharge 

from eyes has 

ceased 

Red, sore, 

discharging eyes.  

This may be a 

bacterial 

infection 

Diphtheria 2 – 5 Less than 2 

weeks 
Clear 

bacteriological 

examination 

 

Food poisoning 2 - 48 hours Varies according 

to cause 
48 hours with 

supervised hand 

washing 

Sickness 

German Measles 

Rubella 
14 - 21 4 days after rash 

onset 
7 days after 

rash.  The Club 

must be 

contacted as 

there is a risk to 

pregnant women 

and vulnerable 

children 

Viral infection 

starting with a 

fine rash 

Hepatitis A 15 - 50 

(commonly 

28) 

 

1 week after 

onset 
7 days from 

onset of jaundice 
 

Measles 10 - 15 

(commonly 8 

- 13) 

3 days after 

onset of rash 
7 days from 

onset of rash.  

The Club must be 

contacted as 

there is a risk to 

pregnant women 

and vulnerable 

children 

Viral illness.  

Fever, runny 

nose, red spots 

around head and 

neck spreading 

downwards 

Meningitis 2 - 10 

(commonly 2 

– 5) 

Whilst organism 

present in 

nasopharynx 

Until clinical 

recovery 
 

Mumps 14 - 21 

(commonly 

18) 

4 days after 

swelling 
Excluded from 

the Club for 9 

days after the 

onset of 

symptoms or 

until the swelling 

goes down.  The 

Club must be 

contacted as 

High 

temperature, 

swelling and 

tenderness to 

the salivary 

glands 



there is a risk to 

pregnant women 

and vulnerable 

children 

Streptococcal 

Infection 
2 - 6 Organism 

present in 

nasopharynx 

Until clinical 

recovery 
 

Tuberculosis variable  Discretion of 

physician 
 

Whooping Cough 7 - 10 21 days after 

cough 
Child will be 

excluded for 5 

days after 

antibiotics have 

been started or 

6 weeks after 

onset.  The Club 

must be 

contacted as 

there is a risk to 

pregnant women 

and vulnerable 

children 

Cough which 

develops into 

whooping sound 

Typhoid / 

Paratyphoid 

Fever 

7 - 21 

(usually 14) 
While organism 

present in stools 

/ urine 

At discretion of 

CCDS - 

Consultant in 

Communicable 

Disease Control 

 

Diarrhoea or 

vomiting 
  48 hours after 

last symptoms of 

diarrhoea or 

sickness 

Diarrhoea, 

vomiting, pain in 

stomach.  

Possible 

temperature 

Head Lice   Treatment must 

be given before a 

child can be re-

admitted into 

the Club 

Louse found in 

hair 

Hand, Foot and 

Mouth 
  Child will be 

excluded from 

the Club whilst 

unwell and/or 

until the blisters 

have all gone 

Blisters on feet, 

hands and inside 

the mouth.  This 

is a viral 

infection 



Impetigo   Child will be 

excluded from 

the Club and may 

return 48 hours 

after treatment 

has commenced 

depending upon 

how well the 

lesions have 

healed 

Bacterial 

infection.  

Blisters on face 

and around 

nose/mouth.  

These patches 

will weep yellow 

liquid 

Scabies   Child will be 

excluded until 

they are 

symptom free 

Small mite which 

burrows into the 

skin causing 

severe itching 

and redness 

Slapped Cheek 

Syndrome 
  Child will not 

need to be 

excluded unless 

they feel unwell.  

The Club must be 

contacted as 

there is a risk to 

pregnant women 

and vulnerable 

children 

Redness to 

cheeks.  Once 

rash has 

occurred, 

individual is not 

infectious.  Child 

may feel unwell 

with fever 

Swine Flu   Child will be 

excluded from 

the Club until 

course of 

treatment is 

finished.  The 

Club must be 

contacted as 

there is a risk to 

pregnant women 

and vulnerable 

children 

Fever, headache, 

aching muscles, 

vomiting and 

diarrhoea 

Tonsillitis   Child will be 

excluded from 

the Club for 3 – 

5 days 

May be viral or 

bacterial, 

temperature, 

large tonsils, 

unwell and off 

food 



 

Our illness procedures have been written in conjunction with the 

recommendations of the Health Protection Agency. 
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APPENDIX Q 

 

Procedure for cleaning up sickness 
 

The following steps must be taken to ensure the health and safety of others in 

the club : 
 

● Wear gloves. 

● Comfort the child.  Be aware of your reaction and how the other children 

will react. 

● Remove child immediately from the room to the toilets and give clean 

clothes (in bottom drawer of kitchen cupboards).  Dirty clothes should be 

placed in a sealed bag and placed in the ‘Accident box’ for the parents to 

collect. 

● Parents/carers should be contacted to collect their child as soon as 

possible. 

● Use gloves, cloths and newspaper from the bucket to clean up the waste. 



● Place the waste in a bin liner.  If a cloth is used, put in the bin bag. 

● Isolate the area. 

● Provide a bucket/bag for the child to take home, if necessary. 

● Inform the Caretaker about the bin bag. 
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APPENDIX R 

FIRST AID KIT 
Box for 11 - 30 persons contains :- (see risk assessment) 

 

1 x Guidance card 

 

100 x Adhesive plasters (hypoallergenic) 

 

4 x Eye Pads with bandage 

 

4 x Triangular bandages 

 

2 x Conforming bandage 

 

1 x Universal shears 

 

8 x Medium dressings 

 



2 x Burn relief dressing (10 x 10cm) 

 

2 x Large dressings 

 

3 x Foil blanket (to take on outings) 

 

4 x Adhesive finger dressing 

 

40 x Individually wrapped wipes (non alcohol) 

 

12 x Disposable gloves (nitrile, non latex) 

 

1 x Resuscitation device with valve (paediatric) 

 

1 x 250ml Eye wash 

 

1 x Microporous tape 
 

Updated October 2019 Review date October 2020 
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Appendix Z 

The Roundabout Club 

Procedure for Appointing New Staff 

 
1 Have all the documents you need ready! 

(Agree wording of advertisement.  It must be carefully worded, include number 

of hours, age group, venue, a Disclosure from DBS and live update is required). 

ž Application forms 

ž Job Descriptions 

ž Roundabout Club brochure 

ž Covering letter 

ž Envelope stamps 

ž Interview questions 

ž Standard letter to call candidates for interview (blank spaces for names) 

ž Interview date and room booked 

ž Shortlisting meeting date within a week of the closing date. 

 

2 Decide on a realistic closing date for applications 



 

3 Place advert in Job Centre, Local Newspapers, Colleges, Morpeth First 

School or County Hall.  Tell applicants that a Disclosure from the DBS and live 

update is required. 

 

4 Agree on a named person and telephone number for applicants to contact 

about the job (answer phone needed). 

 

5 Send Job Description with application form to applicants. 

 

6 The shortlisting meeting : 

· photocopy the application forms, and circulate in advance or allow reading 

time at the meeting. 

· shortlist the applicants that meet the job specification 

· decide on those that will be interviewed 

· send letter/contact relevant successful applicants 

· send letter/contact to those who were not successful 

 

7 The interview : 

ž Ask all applicants the same questions 

 

8 References : 

Make sure that the application form includes space for the references.  

Remember it is not fair to read references prior to interview if you do not have 

references for all candidates.  If references are initially sought over the 

telephone they must be followed up in writing. 

 

9 Offering the Job : 

A Director/Senior Playleader should ring the candidate to offer the job.  If it 

is accepted then the following should be sent out : 

ž letter confirming the offer, subject to references and relevant checks, 

confirm probationary period, arrange a start date, terms and conditions of 

contract. 

ž send letters/contact unsuccessful candidates. 

 

10 Forms to complete : 

● DBS form – online check/live update 

● EY3 form for Ofsted 



● Week one checklist form and signed/dated 

● Personal details form 

● Childcare new starter form – send to County Hall 

● Staff Liaison review form 

● Policies and procedures booklet issued 

● Sign confidentiality agreement after read policies and procedures 

● After 3 months – checklist completed and signed/dated 

● Complete single central record. 
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APPENDIX BB 
 

Staff Sickness Procedure 
 

Short Term Sickness 

Procedure for staff : 

Ring the club on the first day of sickness, where possible giving some indication 

of the length of time you might be off.  Ring again on the third day if you are 

still unwell.  If you are off sick for more than 3 days you need to complete form 

SC1 (often known as a self certificate).  This covers you for 7 days of sickness 

(including Saturday and Sunday).  It enables your employer to pay Statutory 

Sick Pay and is also your claim for Short Term Incapacity Benefit.  If you are 

absent for more than seven days you will need to get a fit note from your 

Doctor and send it in to the Club. 

 

What money might you be entitled to? 

 

Statutory Sick Pay (SSP) 



You will be entitled to Statutory Sick Pay from the fourth day of sickness if 

your ‘normal’ gross weekly earnings are at least equivalent to the lower earnings 

limit for the current year.  A good indication is whether you earn enough to pay 

National Insurance contributions.  Your normal earnings are worked out over an 

8 week period and can include income from more than one job.  The Directors 

/ Employers contribution is 1 weeks full pay per every year of service, up to 4 

weeks maximum.  You cannot receive SSP if you are on a short-term contract 

of less than 14 weeks.  If you qualify for SSP it is paid for a maximum period 

of 28 weeks.  You will be paid in the same way as your normal wages. 

 

Short Term Incapacity Benefit 

If you do not qualify for SSP it is still possible that you may be entitled to 

Incapacity Benefit (this replaced sickness benefit).  Entitlement depends on 

you having paid the correct National Insurance contributions over a period of 

at least two years.  Even if you do not currently pay NI contributions you may 

have done in a previous job, so it is worth making a claim.  If you are not entitled 

to SSP your employer (the County Council do this for the Club because they 

administer the wages) will send you a form SSP1 on which you must state why 

you do not qualify for SSP.  Fill this in and send it to your local Benefits Agency 

Office who will determine your entitlement to Incapacity Benefit. 

 

Income Support 

If you do not qualify for either SSP or Incapacity Benefit you may be entitled 

to Income Support.  This is a means tested benefit and therefore depends on 

any other income which you (and your partner if you have one) may have.  Claim 

Income Support on form A1.  Income Support may also be paid to top up either 

SSP or Incapacity Benefit.  This is most likely where you are a single parent or 

you have a partner who is not working.  Check with your local Benefits Agency 

Office or Advice Centre. 

 

Housing / Council Tax Benefit 

In addition to the benefits described you may also be entitled to Council Tax 

benefit and Housing benefit if you are a tenant.  These benefits are 

administered by the local authority. 

 

Long Term Sickness 



Statutory Sick Pay ends after 28 weeks.  Before this period is up, your 

employer must send you form SSP1 which will give the date that SSP runs out.  

Complete the rest of the form and send it to the Benefits Agency.  This is your 

claim for Incapacity Benefit.  If you have the correct contribution record you 

will be entitled to the higher short term rate of Incapacity Benefit which is 

paid until you have been sick for 52 weeks.  You will then qualify for long term 

Incapacity Benefit. 
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Appendix CC 

The Roundabout Club 

Week One Induction Checklist for :                     
 

Induction Checklist for Week One Senior Playleaders 

Signature after 

completion 

Date 

completed 

Tour of premises, including emergency exits, fire 

extinguishers, toilets etc 

  

Introduction to other staff members, and their 

shadow for the first week 

  

Explanation of policies and procedures, including 

health & safety, child protection, reporting of 

accidents and fire procedures 

  

Explanation of routine of session, including hours 

of work 

  

Aware of location / use of First Aid Box   

Absence Procedure (including sickness) explained   

Uniform issued   

Standards of behaviour and dress understood   

Staff facilities understood ie staff room, toilets   



Completion of new starter form for County Hall 

and Personal Details form 

  

Inform OFSTED of new starter (EY3)   

Show how to set up and clear away equipment   

Show how to prepare snacks, including hygiene 

regulations 

  

Explanation of safety and security issues   

Inform of any children’s needs ie medical or 

special needs 

  

End of first week meeting to discuss any queries 

or problems etc. 

 

 

 

 

 

 

Signature of new starter after completion of 

week one programme : 
 

 

  

 

The Roundabout Club 

3 Month Induction Checklist for :                         
 

Induction Programme for 3 months Senior Playleaders 

Signature after 

completion 

Date 

completed 

Take part in fire drills   

Introduction to Staff Liaison Officer and other 

Directors  

  

Explanation of the diary and the signing in and out 

book 

  

Take part in a planning meeting   

Join in a craft activity   

Contract given and signed   
 

 

 

  

 

 
  

 

 
  



 

End of 3 month probation meeting to discuss any 

queries, problems, training etc. 

 

 

 

 

 

 

 

Signature of new starter after completion of 3 

month probation period : 
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