Mariners Afterschool Care Policies

Absence of Manager in Charge Policy

Principle
At Mariner’'s Afterschool Care management is committed to organising the staff, resources and
environment to ensure the provision of a high quality of care at all times.

Policy

This policy has been introduced to ensure that the appropriate processes are in place to ensure that all
absences by the Manager-in-Charge for whatever duration are covered under the agreed deputising
arrangements in Mariners afterschool Care

At all times management will ensure that:

e The designated deputy/deputies will reflect the management structure in Mariner’s
Afterschool Care and will have appropriate levels of experience and qualifications required to
deputise.

Procedure

o All employees understand their responsibilities and follow absence and sickness notification
procedures.

¢ Inthe unplanned absence of the Afterschool Manager, the Relief Manager within the facility
will deputise in their absence. Appropriate staff cover will be provided to ensure that the Relief
Manager can remain supernumerary while fulfilling this position. The Afterschool Manager
must inform the HUBB Board of their non attendance at work before 8.00pm or the previous
evening so arrangements can be made for an alternative staff member to be present to
ensure ratios are covered.

e Management at Afterschool will ensure that there is a suitably qualified and experienced deputy
employed within the setting at all times

¢ Management has contingency arrangements in place with relief staff to cover both absences
and emergencies, to ensure that ratios are maintained at all times.

¢ Management will use Health and Social Care Trust guidance on obtaining Fit Person checks
for all staff and volunteers .

¢ Management will keep all records relating to employment of staff and volunteers, in particular
those demonstrating that checks have been completed.

e Mariners afterschool club will continue to comply with all policies within the setting and those in
a deputising role will be aware of their additional duties, during the absence of the person in
charge as reflected in their terms of employment.

NOTE: Management reserves the right to review the duties of the deputy during the absence of the
person in charge to ensure all aspects of the setting can remain operational.
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Accidents — Prevention, Reporting, Recording and Notification

Prevention:

At Mariners Afterschool Care we foster the belief in providing as safe an environment as possible for
the children in our care.

Play spaces and equipment is continually monitored by staff in order to help in the prevention of
accidents. Staff are dutiful in ensuring equipment that is damaged or unfit for its purpose is disposed
of correctly or Management notified for repairs (see Management of Risks Policy for more
information).  Any spillages that occur are also promptly cleaned up in the appropriate way.

Staff ratios are adhered to at all times and play experiences are planned in a way which should
consider children’s safety at all times, allowing opportunity for children to risk take in a safe,
monitored way.

Reporting, Recording and Notification:

Accidents however will occur and at Mariners Afterschool Care we have rigorous reporting, recording
and notification processes.

Accidents that occur to a child in the care of Mariners Afterschool Care will be recorded on the
Accident Form (See attachment). The staff member who dealt mainly with the accident will complete
the form as soon as possible, the form will be counter signed by any other staff or adults present in
the play space. Accidents will be brought to the attention of the Manager on Duty and counter signed.

If an injury has been sustained as the result of an accident, a staff member trained in First Aid will
treat the injury in the appropriate way. If an injury is deemed more serious the child may be taken to a
local accident and emergency department, if previous consent has been sought from the parent/carer
or an ambulance would be called by the Manager in charge. Parents/carers would be informed
immediately if an accident of this nature occurs and would be expected to meet the accompanying
staff member at the hospital.

If a child sustains an injury which is minor in nature parents will be informed if they have indicated that
they wish to be during registration. However, on occasion a senior member of the childcare team may
take the decision to call the parent or carer to inform them of the accident.

All completed Accident Forms should be shown and explained to the parent/carer by a staff member
on return to the Daycare and the parent/carer should sign the form and make any comment they may
have.

Accident forms will be retained indefinitely.

MARINERS AFTERSCHOOLS CLUB
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ACCIDENT/INCIDENT FORM
Name of child Child’s DOB
Date Time
Location
Full Description of accident /incident
What was the cause of accident/incident
Who was present (staff)
Print Names Signatures

Who was present (other adults)

Immediate action taken:

Who took the immediate action

Follow up action:

Where there any visible marks on the child: yes/no

If yes please detail

Who informed parent/carer?

Staff member name:
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Date:

Time:

Please detail comments from parent/carer once informed?

Was the Manager informed?

Yes/No

By whom:

Time:

Date:

Was anyone else informed? (health visitor, social worker, surestart worker, family member etc)

Yes/No:

Who was informed

By Whom:

Time:

Date:
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Signed staff member who completed form Signed Parent/Carer
Date:
Date:
Supervisor signature once internally checked Date internally checked by Supervisor
Manager signature once internally checked Date internally checked by Manager

Adverse Conditions Policy

Principle

Mariner’s Afterschool Care considers that during severe weather conditions, e.g. snow or if there is a
power/heating problem, the health and safety of children, parents/carers, staff and volunteers will be
our main priority.

Policy

The setting has implemented this policy to ensure Management and staff have the appropriate authority
to exercise powers and carry out certain actions for which they are personally accountable. Mariner’'s
Afterschool Care wants to ensure that health and safety is of paramount importance at all times and
does not want to endanger children, parents/carers, staff, volunteers or any persons.

The management team maintains the policy of remaining open during bad weather, unless the severity
of conditions within the locality makes opening the setting too dangerous.

Procedures
To ensure this policy is implemented appropriately, the staff will:

. Consult with the Children & Young People Manager prior to any decision being made about
closing the setting due to adverse weather conditions or health and safety issues.

. Notification will be given to parents/carers as soon as the decision has been agreed to aid
minimal disruption.

° If the setting is unable to open due to the weather conditions and possible staff shortages, the

management team must be notified and they will assist with contacting families to minimise

disruption.

If applicable, the setting will consult with local primary schools.
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Allegations Against Staff Policy

At Mariner’s Afterschool Care we believe it is crucial that any allegation against a member of the staff
team, volunteers or students is dealt with in a fair, quick and consistent way. We believe that any
action taken should provide effective protection for any child/ren or staff involved, and provide support
for the person whom the allegation has been made against.

The purpose of the policy is to provide guidance and to be used in conjunction with the Code of
Conduct Policy and the Child Protection Policy.

Once an allegation has been received by the Afterschool Manager the matter will be immediately
shared with The Children & Young People Manager and passed on to The HUBB Community
Resource Centre Board.

For the purpose of investigation and any disciplinary action that is required to take place the The
HUBB Community Resource Centre Board will be followed and implemented.

Arrival and Collection Policy

Within Mariner’s Afterschool Care the safety and well-being of children placed in our care is of
paramount importance.

The Afterschools’ responsibility commences upon your child’s arrival at the centre and ceases when
the child is signed out by their parent/carer.

Parents/Carers must

e Ensure their child is only in attendance at the Afterschools during their designated time.

e When handing your child over to staff please inform them if the child has been unwell, has
had any accidents or provide any other information you feel relevant.

¢ Inform the Childcare Manager or Supervisor before 11.00am if normal collection
arrangements are to be changed, e.g. you are going to be unavoidably late to pick up your
child or there is a change to your authorised collector. If there is a change to the authorised
collector, the Afterschools will provide you with a password which you must share with the
individual collecting the child. The staff will confirm the password with the collector before
releasing the child. On occasion the staff may phone the parent to verify someone’s identity
before releasing a child.

e Ensure all authorised collectors are over 18 years of age (an exception to this is when a
parent is under 18 years of age)
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Ensure the prompt collection of their child so as to minimise any distraction to other children
within the Daycare facility.

Inform the Afterschools immediately if any of the authorised collectors are no longer permitted
to collect their child.

Children will only be permitted to leave the building with those adults who are authorised to do
so as detailed in the registration form. On occasion the parent may contact the centre and
give an alternative name. The password system as explained in point 3 will be implemented.
Engage with the afterschool staff who will share information on the child’s day and ask
authorised collectors to complete the signing out sheet.

Failure to collect your child from the project at the designated time on more than three
occasions may result in a late collection fee which will be charged at a half a day fee.

The Afterschools will be providing pickups to local school and encourage parents to use this
service.

Code Of Conduct for Staff

The quality of care for children, good relationships among staff, the confidence of parents and the
reputation of The HUBB community resource centre (Mariner’s Afterschool Care) all depend on the
professional attitude and behaviour of the staff, management, volunteers, trainees and all individuals
associated with Mariners. This policy aims to provide clear guidance to staff about the standards The
HUBB community resource centre requires as a condition of employment.

HOW POLICY WILL BE IMPLEMENTED

10.

11.

It is essential that staff know and follow all of The HUBB community resource centre and
Mariner’s Afterschool Care policies.

Policies are continually reviewed by the Management team. Staff will be made aware of any
policy change.

Staff duties are described in their job descriptions. Staff should perform their duties to a high
standard. If staff have trouble performing these duties to the required standard, they should

seek assistance from their manager.

It is crucial that the daycare is as safe an environment as possible for children, staff, parents
and visitors. Staff must act in ways which do not endanger the health or safety of anyone,
and should encourage healthy and safe behaviour in the children by setting a good example.

Good quality childcare relies on effective teamwork and good relationships among staff. Staff
are expected to assist good working relationships by treating each other with courtesy,
honesty and respect.

If conflict does occur within the workplace, it should be dealt with immediately by the parties
involved and in a professional and courteous manner. Conflicts which remain unresolved
should be reported to the direct manager ( if conflict is with the direct manager, it should be
reported to the manager next in line or The HUBB Board) with a view to finding a solution.
Where no solution is found, The HUBB community resource centre Individual Grievance
Procedure may be followed.

If conflict occurs outside the workplace this should not have a negative impact within the
working environment.

Staff should treat parents and children with courtesy, honesty and respect. Staff should treat
children equally and as individuals regardless of gender, race, family background, culture,
religion or beliefs.

Staff will be sensitive to the rights and feelings of the children.

Staff are expected to maintain and improve their skills through participating in the staff training
and development opportunities provided by The HUBB community resource centre and
Mariners afterschools club.

Staff must observe confidentiality in all circumstances involving children, parents, staff and
visitors. Staff must not discuss any child or parent with any other parent or visitor or staff
member (unless deemed relevant), within or outside the Service. In any situation where a
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12.
13.

14,

15.

16.

17.

18.

staff member is not sure if information is confidential or not, s/he should check with their line
Manager

Staff are expected to attend work and return from breaks on time.

Staff should dress appropriately for their duties, with particular attention to safety and should
adhere to the uniform policy.

Staff should not use language which may offend staff, children or parents. Staff should at all
times use the appropriate tone and volume of voice when addressing children in the setting.
Staff must attend work free from the influence of alcohol or other non-prescription drugs.
Smoking is strongly discouraged and staff may not smoke in the building or anywhere within
sight of the children ( please refer to Mariners ASC smoking policy). Staff should tell the
Manager if they are taking any prescription medication which may affect their capacity for
work (e.g. causing drowsiness).

Staff are expected to come to work when they are fit enough to do so without risking injury or
infection to themselves or the staff or children at the Service.

Staff should help each other to maintain high quality care and high standards of
professionalism.

When staff are involved in work related activities outside of the workplace they must represent
the organisation in a professional and appropriate manner at all times.

Failure to adhere to the above may result in disciplinary action.

Complaints/Comments Policy

The HUBB community resource centre aims to provide the highest quality care and education for all
children attending the setting.

We aim to provide a warm welcome and caring environment within which all children can learn and
develop.

We intend to work in partnership with parents/carers to meet their needs and the needs of their
children.

We welcome comments/suggestions on how we can improve our service.
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All comments and complaints will be taken seriously and will be dealt with fairly and confidentiality.

If a parent/carer is not satisfied with any aspect of the provision and cannot informally resolve the
issue they may then follow the settings complaints procedure.

Procedures: we seek parents views by:-

Comments

e Encouraging parents to make comments either verbally or in writing to the Afterschool’s
Manager.

¢ Encouraging parents to place comments in the comments facility which can be found in the
Afterschool Care setting.

e Ensuring comments are shared with staff and management on a regular basis.

e Compiling the annual parental survey

Complaints

We will ensure parents are aware of the following steps to take if they feel a complaint is necessary.

e A concerned parent/carer should firstly complete the parent/carers complaint form and speak
to the Afterschool’s Manager.

o |If the issue is not resolved or reoccurs the parent/carer should then speak to Afterschool’s
Manager.

o |If this fails to resolve the issue a meeting may be requested with the Afterschool’'s Manager.
This can be requested through the HUBB Board.

e Most complaints are resolved at this stage — however should the parent/carer and manager
fail to reach an agreement the Children and Young People Manager can be contacted by
writing to Colleen Crothers, The HUBB community resource centre 30 St Aubyn Street,
Belfast, BT15 3QF.

The Manager will contact you within 10 working days to arrange a suitable date and time to
discuss the matter. If the situation requires the relevant childcare staff may be asked to

attend.

e In some circumstances it may be appropriate to involve relevant Statutory Agencies.
e After the above procedure has been exhausted, it may be necessary for The HUBB Board to
terminate the placement.
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Complaints Form below

Parents/Carer Complaints form

Parents/carers name:

Address:

Name of child:

Telephone no:

Complaint date:

Complaint taken by:

How was the complaint raised

Telephone

In Person

In Writing

E.mail

other (please detail)

Nature of complaint:

Parents/carers SigNatUre......c.ccveiueeeeeeceeciree et e e e sreeereeeree e sereesane e

Record of initial discussion corrective action
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Who passed on the complaint, if required:

Who was the complaint passed on to:

Date complaint was passed on:

Second response corrective action, if required

Preventative action taken to avoid a repeat of this problem:

Details of result of complaint passed on to the parents/carer:

Parent/carers comments:

Parents/carers signature:

Staff signature:

Date:
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Confidentiality Policy
And
Parents access to records.

The HUBB Community Resource Centre and Mariner’s Afterschool Care respects the right for all
information, records and observations to be treated with respect and with due attention to
confidentiality and privacy (Also refer to The HUBB’s policy in staff handbook)

However the legal principle that “the welfare of the child is paramount” (Children Order NI 1995)
means that confidentiality comes second to the right of the child to be protected from harm.

Procedures

We will ensure that

All registration forms and records of children attending the setting will be kept in the children’s
individual playrooms. Duplicates of these forms may be kept in the manager’s office.

All registration forms and records of children attending the setting will be forwarded to
manager/administration for filing after a child has left the facility.

The accident and incident forms will be retained indefinitely.

Parents may have access to the records of their own child but may not have access to
information about any other child.

Staff will share information with colleagues to allow for planning, or on a need to know basis.
Staff will share information with relevant health professionals such as a health visitor, social
worker etc, who may contact the centre to gain information regarding a child attending the
facility. Mariners will endeavour to keep parents informed when a request from a health
professional has been made.

All staff within Mariner’s Afterschool Care will sign a confidentiality agreement when inducted
into the organisation. This agreement must be adhered to at all times.

Staff, volunteers, trainees and parent/carers will be advised of this confidentiality policy and
required to respect it.

Unauthorised disclosure of personal information or details of The HUBB Community
Resource Centre) as an organisation will be dealt with under HUBB's disciplinary procedures.
Deliberate unauthorised access to confidential information is regarded as a serious matter
and will be dealt with under HUBB'’s disciplinary procedures.

Any personnel associated with Mariner’s Afterschool Care should not at any time disclose any
information pertaining to the children and families they work with. Information should only be
shared with appropriate people, once approved by Management. This statement relates to
past and present families and employees.

Data Protection Policy

Principle

In order to work effectively Mariner’s Afterschool Care needs to gather and process relevant information
(data) about the staff, parents, children and professionals and others involved in the setting.
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The Children & Young People Manager will decide what information is required and how it is to be
obtained. This information will be handled by Management and Staff acting on the instructions of Head
of Childcare Services.

Policy
The setting has implemented this policy to ensure staff are fully aware of procedures for handling data.

By adhering to this policy, Children & Young People Manager will ensure that data is handled properly
and confidentially at all times. This applies to data held on paper and by electronic means. Children &
Young People Manager recognises its responsibility to ensure that all persons acting on behalf of the
group are made aware of this policy and receive any necessary training.

Responsibility

The management team is responsible for ensuring that all staff and volunteers act in accordance with
this policy with delegated responsibility to the manager to follow through.

Purpose and Remit of Policy

Data collection.

Data storage/security.
Data updates.

Data disclosure.

Data access.

Data disposal/destruction.

The management team of Mariners will review this policy annually to ensure that:

Data is collected fairly.

Data is adequate, relevant and not excessive.

Data is accurate and up to date.

Data is stored securely.

Data is only retained as long as is necessary.

New staff/parents/committee are made aware of the policy.

Data Protection Procedure
1. Mariner’s Afterschool Care will comply with:

The terms of the 1998 Data Protection Act and any subsequent relevant legislation

2. Data Collection

Only relevant personal data will be collected. The person(s) from whom it will be collected will be
informed of its uses and of any possible disclosures that may be made.

Systems will be put in place to facilitate updating information held.
3. Data Storage/Security

Manual data will be stored in a secure place only accessible to those with a legitimate reason to
view/use that data.

Sensitive electronic data (if applicable) will be protected by password. If the computer is connected to
the internet, a firewall system will be used.
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The computer (if applicable) will be positioned to ensure that information is not visible to a casual
observer.

Sensitive personal data, eg medical records/child protection records/interview material, will be stored
securely and access will be strictly limited (need to know basis) and recorded.

4. Data Update

Forms will be updated by parents/others to ensure that data held is up to date and accurate, this occurs
when children move rooms within the afterschool, the first page of the registration form will be checked
and if necessary, updated.

5. Data Disclosure

The consent of the parent/carer will be obtained before the group discloses personal information to any
organisation or individual. Parents give their consent to this, on the consent form issued at their child’'s
induction into the afterschool.

In cases of child protection, the law requires the disclosure of information, without consent, to relevant
Health and Social Care Trust personnel and PSNI officers.

If a request for information relating to child protection is received by telephone, steps should be taken
to ensure that such information is disclosed to identifiable personnel (ie seek verification of identity) and
only if the individual is entitled to receive that information (authorisation). It is advisable to disclose
such information only to those known to be involved in child protection. If doubt exists, ask the enquirer
to route enquiry through a known channel. Always call an enquirer back and be very alert if the number
given is that of a mobile telephone. All requests for information on individual children should be agreed
with the Manager or The HUBB Board. No information should be shared by staff prior to consent being
given by Management.

Requests from parents for a printed list of children’s names/addresses will be politely refused.
Personal data (including images) will not be used in newsletters, websites or in other media without the
consent of the parent/carer. Parents/carers give their consent to this, on the consent form issued at
their child’s induction into the afterschool.

6. Data Access

Individuals have the right to access any personal data held about them.

Any person(s) wishing to exercise this right must make a request in writing to the Head of Childcare
Services

On receipt of the required fee, the Children & Young People Manager will make the information
available. The information will be made available as soon as possible and within the 40 day period
recommended by the Information Commissioner.

Any delay occasioned by the necessity to consult with an appropriate healthcare professional in relation
to an individual’'s medical information will be explained in writing to the individual making the request.

7. Data Disposal/Destruction

The Head of Childcare Services will review personal data regularly and delete information which is no
longer required for the purposes of the group.
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The Head of Childcare Services will seek advice from the Human Resources Department before
deleting information regarding the recruitment and selection of employees.

The Head of Childcare Services will not delete information relating to accidents on the premises or child
protection issues until the required statutory period has expired.

Amendments to Data Protection Policy:

Introduction

This policy sets out how Mariners ASC will ensure that it complies with all the provisions of the Data
Protection Act 1998 (the Act), as well as the new General Data Protection Regulation (GDPR) which will
supersede the Act from May 25th 2018.

Mariners ASC is fully committed to protecting the privacy of all individuals with whom we work by ensuring
lawful use of their personal information in accordance with the Act. Mariners ASC shall take all necessary
steps to implement this policy and to ensure that all staff are fully aware of it and abide by it.

Status of the Policy

This policy does not form part of the formal contract of employment, but it is a condition of employment that
staff abide by the rules and policies made by Mariners ASC. Any failure to follow this policy can therefore
result in disciplinary proceedings.

The Attached is a table of required retention periods for documentation and data required for
the smooth running of our Organisation:

Document Required period of retention | notes
Diary 2 Years
CEO 6 Years
Children’s records 25 Years
Child Protection 75 Years
Staff Records 25 Years
Contracts 6 Years
Accidents & incidents 10

Adverse Incidents 8 Years
RIDDOR 3 Years

Fire records 5 Years
Financial Records 2 — 30 Years
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Minor 5 Years
Annual Accounts 30 Years
HMRC Paye Maternity SMP 3 Years
Debtors Cleared/uncleared 2/6 Years
NFA( No Further Action) 3 Years
One Off Records 3 Years
Working with Family records 20 Years
Meetings

Committee 10 Years
Staff 2 years
Complaints 10 Years
CCTvV 28 days
Following Closure 20 Years
Equality & Good Relations 7 Years
CV interview notes( Unsuccessful | 6 Months
Access NI Checks 100 Years
Unique No

Appraisal records/Meetings 5 Years
Disciplinary 100 Years

Robust records management procedures are required to meet the requirements set out under the Data
Protection Act 1998 (DPA 1998), the Freedom of Information Act 2000 (FOI Act 2000) and the
Environmental Information Regulations 2004 (EIR 2004).

ICO - Information Commissioner’s office(1CO) upholds information rights in the public interest,
promoting openness by public bodies and data privacy for individuals. ICO is an executive non
departmental public body, sponsored by the department for digital, Culture, Media & Sports.

Mariners ASC is registered with the ICO
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Ref : www.dhsspsni.gov.uklgmgr

Data Protection officer — Is appointed to oversee the training implementation and destruction of data. The
data Protection Officer of Mariners ASC is Colleen Crothers

Data protection officer will be trained appropriately and be responsible to ensure that the policy is updated as
& when the law requires and also if there is any change to structure or the data required for the organisation.

Training -All staff involved in the handling of data will be trained in the policy of the organisation and their
role explained to them. They will sign this policy off as part of their induction process. If felt required outside
formal training will be sourced for individuals with varying roles in the data handling process. A Record of
training must always be kept.

Records - a comprehensive record will be kept of the type of data held, how many there are , where they are
secured and how long they should be kept before destruction. It will also be recorded how the document will
be destroyed. A cover sheet should be maintained with records with details of when the record was opened,
any significant information dates etc added and when the record was closed. On this it should also be
recorded the required date of destruction.

Tracking — a tracking sheet will be completed by whom ever has access to the document to ensure that is
easy to see where and who the document has travelled to/with. This should always be in the relevant section
as to where the document is safely stored.

Transportation — Any document that is required to leave the premises must only be transported in a
suitable bag, folder, case. This must always be sealed leaving and coming back to ensure that any document
may not be accidentally misplaced or damaged. It is the responsibility of the individual transporting the
information to comply with this policy.

Destruction of Data — The data must always be destroyed with 2 people present and by the means outlined
as per record.

As a means to ensure that policy and protocol is followed it will be the responsibility of the data protection
Officer to assess protocol, evaluate and plan as to how this policy is upheld.

Policies also related
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-ICT.
-Social Media.

-Confidentiality.

Decommissioning of Staff — When a staff member is moving on and will no longer working for the organisation
they will be required to pass on any relevant information around data handling and information that only they
have access to.

Keys must be returned Work Diary must be returned

Uniforms must be returned Mobile Phone/Vehicle etc

Equal Opportunities Policy

The HUBB community resource centre and Mariner’s Afterschool Care are committed to promoting
equality of opportunity by providing activities, which are open to all children and their families.

We aim to ensure that all individuals who wish to work or volunteer with The HUBB Community
Resource Centre have equality of opportunity to do so. We aim to comply with the UN Convention on
the Rights of the Child.

PROCEDURES
we provide equality of opportunities by ensuring that,

e Individuals are informed of the activities on offer at The HUBB community resource centre
through the Community magazine, through the display of posters/leaflets in local amenities,
The HUBB community resource centre website, HUBB booklet of services provided,
Facebook and various social media platforms.

e The childcare staff will encourage parents and carers to become involved by making them
welcome, respecting the differences in families, their language, religions and cultures and by
encouraging them to become involved in their child’s early years education in whatever
capacity they can.

e All children will be respected and their individuality and potential recognised, valued and
nurtured. All materials will positively and accurately reflect cultural and racial diversity. These
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materials should help children develop their self-respect and respect of others by avoiding
stereotypes. Boys and girls will be treated equitably and will be encouraged to engage in all
activities.

¢ Any discrimination (language, behaviour or remarks) made by children or their parents is

unacceptable within the setting and will be challenged appropriately.

¢ Any discrimination (language, behaviour or remarks) made by staff is totally unacceptable
within the setting and may lead to disciplinary action.

o Discrimination will be positively challenged at all times,

o All HUBB and Mariner’s users will be treated fairly and with respect.

Festivals

¢ We aim to show respect for and awareness of festivals celebrated within our community and
in wider society through activities, resources materials etc, which reflects the diversity of life.

Access

e We endeavour to ensure everyone within the community regardless of religious affiliation,
political background, race, culture, linguistic needs, disability, sexual orientation has access to
the setting.

E-Safety, Camera & Mobile Phone Policy

E-Safety concerns safeguarding children, young people and staff in the digital world. Technology is
an important part of everyday life and so E-Safety focuses on learning to understand and use new
technology in a positive and safe way.

The purpose of this policy therefore is to help and support and protect children and staff when using
technology in the setting.

This policy applies to all employees, volunteers, trainees, visitors and members of the public that use
out premises. The policy covers Internet, E-mail and all electronic communications via computers,
laptops, mobile phones, Iphones and wireless technology.
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All staff members are responsible for the following:

¢ Understanding the significance of E-Safety which highlights the importance of safeguarding
children and keeping them safe, which is of paramount importance.

¢ Reporting any knowledge or suspicion of behaviour that contravenes this policy

e Being aware of the potential risk of using social networking sites e.g. Facebook, and the
importance of considering the materials they post and how publishing unsuitable materials
may affect their professional and employment status.

e Ensure they work within the boundaries of professional behaviour and that outlined in the
Staff Code of Conduct.

o Ensure that they do not create any unnecessary business to The HUBB and Mariner’s
Afterschool Care by the misuse of internet or e-mail systems.

e Complying with current legislation

e Using the internet in an acceptable way

In particular, the following is deemed unacceptable use or behaviour of staff:

e Visiting internet sites that contain obscene, hateful, pornographic or otherwise illegal material

e Sending, forwarding, distributing or retaining e-mails or text messages that contain language
or images that are abusive, aggressive, obscene or offensive.

e Using the internet or any sources of media to send offensive or harassing materials to others.

e Making any improper or discriminatory reference to a person’s race, colour, religion or belief
system, sex, age, national origin, sexual orientation, disabilities or physique, and not
forwarding or distributing any materials which does so.

e Publishing defamatory and /or knowingly false materials about The HUBB or related projects
of HUBB.

e Sending an unauthorised e-mail on behalf of an individual inside or outside The HUBB without
their Knowledge or consent.

Arrangements for use of Mobile Phones

e Staffs personal mobile phones must be either switched off or on silent during working hours
(Exception of Managers or Deputy Managers when Manager is absent). Mobile telephones
must not be kept on the person. The Afterschool has a telephone for incoming and outgoing
calls — this number may be given as a work/emergency contact number.

o |f a staff member is waiting a phone call during working hours the Afterschool telephone
number should be given at all times. Should the need arise when a telephone call is
expected on a mobile phone this should be discussed with the Manager in charge. Ifitis
deemed not to cause any disruption to the care of the children or activities, the mobile phone
may be switched on but not kept on the person, a suitable place will be arranged with the
Manager in charge for the phone to be kept and for the conversation to occur.  Staff are
reminded this may not always be appropriate and consent may not be given

e When undertaking duties which require you to leave the afterschool setting, the work mobile
phone may be taken if required. Under no circumstances should a personal phone be used
at this time.

e When using a car for work purposes, staff should uphold the law in relation to the use of
phone equipment whilst driving.
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Arrangements for taking images of children
e Staff must use the designated camera at all times to take photographs of children,

e The camera is kept in the a designated place (manager will inform you of the location)
and should be signed out and in,

e Permission should be sought from management when removing the camera from the
Afterschool,

e Staff should never use their own camera or other devices, such as, Mobiles/iPads to
capture images of children.

Managers/Senior Staff Members are responsible for the following:
e Ensure that staff are aware of and understand this policy.
e Monitor the policy to ensure staff are complying with it.

e Dealing with breaches of the policy and ensuring that highest standards of practice are
maintained.

Breach of the Policy

All employees should be aware that any failure to comply with this policy will be taken seriously and
will be dealt with in accordance with The HUBB Community Resource Centre Disciplinary Policy and
Procedures. Where a criminal offence is suspected, the matter will be referred to the PSNI.

Amendment January 2020

All staff to sign up to Mariners Afterschool Care E-Safety, Camera & Mobile Phone Policy. A sections
to sign up to the E-Safety, Camera & Mobile Phone Policy is now in the staff Induction pack for future
employees.

The Childcare Manager brought the E-Safety, Camera & Mobile Phone Policy to al staff at team
meeting and explained the policy and asked all staff to sign up and confirm to the policy.

Signed Date

QTY | Staff Member name: Signed: Date:
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First Aid Policy

Mariner’s Afterschool Care adheres to the minimum standards for day care and Childminding and has
the minimum of staff qualified on the premises at all times. Mariner's management ensures
qualifications are kept up-to-date and updated when required.

Staff that are qualified will only administer First Aid if or when required.

The Afterschool Manager or in their absence the Deputy Manager will ensure a First aid box is
present in each childcare room and ensure contents are kept fully stocked.

Qualified staff in First Aid will be in attendance at all times in the Afterschool room or on outings.

Named First Aiders will be highlighted in each of the Afterschool room.

Health and Safety Policy

Principle

Mariner's Afterschool Care believes that the health and safety of those in our care is of utmost
importance. The policy within Mariner’s Afterschool Care is to provide the children with a healthy, safe
and stimulating environment in which to work and play.

At Mariners Mariner’s Afterschool Care management works to ensure the setting complies with:

e Health and Safety at Work Act (1974)

o Management of Health and Safety at Work Regulations (1999)

e Control of Substances Hazardous to Health Regulations (COSHH) (2002)

e Manual Handling Operations Regulations (1992 (As Amended 2004))
Policy

At Mariner’s Afterschool Care management endeavours: to ensure that a high level of health and safety
is maintained at all times for all those coming into contact with our setting; all children, parents, staff
and volunteers are aware of health and safety issues; to minimise the hazards and risks to enable the
children to thrive in a healthy and safe environment.

The member of staff responsible for health and safety is: The Manager on Duty

e He/she is competent to carry out these responsibilities.
e He/she has undertaken relevant training and regularly updates his/her knowledge and
understanding.

Procedure

Insurance cover:

At Mariner’s Afterschool Care there is public liability insurance and employers' liability insurance.
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Due to insurance cover children may NOT enter Mariner’s Afterschool Care before 2pm and
MUST be collected by 5.30pm

e The certificate for public liability insurance is displayed in the Main room

e Our insurance company is: Ecclesiastical

e Contact details: Eimear McArdle, Client  Advisor, Corporate, Charities
Marsh | Bedford House, Bedford Street, Belfast, BT2 7DX, Tel, 02890556156

Management will ensure that this is renewed annually.

Training/Awareness Raising

o All staff/volunteers/placement students complete a thorough induction process

¢ During induction training staff and volunteers are provided with a clear explanation of health
and safety issues and are provided with all the policies and procedures of the setting.

e Records are kept of these induction training sessions and new staff and volunteers are asked
to sign the records to confirm that they have taken part.

o Health and safety issues are explained to the parents/carers of new children, so that they are
fully aware of the policies and procedures which are in place for their child’s well-being.

e As necessary, health and safety training is included in the annual training plans of staff, and
health and safety is discussed regularly at management and staff meetings.
At Mariner’s Afterschool Care there is a no-smoking policy.
Health and safety issues are regularly identified with the children through discussions, planned
activities and routines.

Safety of Adults

e Induction training covers matters of employee well-being.

e Safe equipment, eg step ladder, is provided to ensure high areas can be reached. If an
employee finds this is not the case, they must inform the manager on duty and ask that the
appropriate equipment is supplied. Individuals should not put themselves at risk.

e All warning signs are clear and in appropriate languages.

e Staff are aware that there is no lone working permitted in the setting.

e Accident and incident reports are maintained and are reviewed regularly to identify any issues
that need to be addressed.

e There is a record of all substances that may be hazardous to health e.g. such as cleaning
chemicals. This states what the risks are and what to do if they have contact with eyes or skin
or are ingested. It also states where they are stored.

Windows

o Low level windows are made from materials that prevent accidental breakage and are in line
with current Health and Social Care Trust regulations.

e Windows are protected from accidental breakage or vandalism from people outside the
building.

e Windows above the ground floor are secured so that children cannot climb through them.

Doors
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e The setting takes precautions to prevent children's fingers from being trapped in doors.
e There is a doorbell/buzzer system in place for those entering and exiting the building.

Floors

e All floor surfaces are checked daily to ensure they are clean and not uneven, wet or damaged.

Electrical/gas equipment

o All electrical/gas equipment conforms to safety requirements and is checked regularly.
Our boiler/electrical switch gear/meter cupboard is not accessible to the children.
Fires, heaters, electric sockets, wires and leads are properly guarded and the children are
taught not to touch them.

e There are sufficient sockets to prevent overloading.

e The temperature of hot water is controlled to prevent scalds.

e There is adequate light and ventilation in the building.

Storage

e Allresources and materials, which are used by the children, are stored safely.
o All equipment and resources are stored or stacked safely to prevent them accidentally falling
or collapsing both in the main hall and container.

Outdoor area

e The outdoor area is securely fenced and in line with current regulations.

e There is a health and safety check completed daily prior to going outdoors, eg clearing of
rubbish or potential sharp objects.

e All outdoor activities are supervised at all times.
Safety mats are in place when children are using climbing apparatus or other large equipment.
All staff are aware of safety when lifting heavy outdoor equipment.

Hygiene

o Daily routines within the setting encourage the children to learn about personal hygiene.

e There is a daily cleaning routine for the setting, which includes the play room(s), kitchen, sleep
areas, toilets and nappy changing areas. These will be washed/sterilised as appropriate.

e Equipment and materials, dressing-up clothes, aprons and furnishings will be washed regularly.

e The toilet area has a high standard of hygiene, including hand washing and drying facilities and
disposal facilities for nappies.

Activities and resources

o Allresources are checked to ensure that they are s