Guidance for After School Clubs
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Thank you for running an out of hour’s club.  We are very grateful for your efforts.  You help us to enhance our curriculum and enable children to try new experiences. 
There are a number of guidelines which we follow and require you to follow  to ensure that our children are equally safeguarded out of school hours.
You must
Be DBS cleared and produce all documentation that is required of you by the School, you must also have the correct ratio of adults to children. 
Documentation that we require 
Child Protection Safeguarding Policy and Certificates
First Aid Certificates
Enhanced DBS Certificate
Insurance
These documents must be given to the office before your club commences
· We may complete a risk assessment if we have not worked with you before. 
· You must sign in and out of the building
· Read the information that we have given to you around Keeping children Safe
· You should ensure that you are aware of current procedures around lock down, fire regulations and general health and safety issues such as not blocking fire exits, being aware of obstacles and ensuring children are adequately safeguarded against any risk.
· You must hold in your possession whilst running your club emergency contact numbers for all of the children in your care. There may be times when the school office is closed and you may need to call a parent yourself. 
· You must do a visual risk assessment of the area that you are holding your club in at the start of the session and either report your concerns to the site management team or if safe and practicable remove the risk yourself. 
· Refer any safeguarding concerns to the Head Teacher, no concern is too small but you must also be aware of how to make a Sefton MASH referral and you may need to do this yourself depending on the circumstances and the nature of the disclosure. 
· Take a register immediately the children enter your area and report to the office any children who have not arrived at your club that you were expecting. 
· [bookmark: _GoBack]You must ensure that all children are handed directly to the named adult who is picking them up.  You must wait with the children and not go back into school leaving them unattended.  Children not picked up on time should be returned to the school office where we will use the emergency contact numbers to arrange pick up or if the office is closed you should follow your own protocol for contacting families.
· You must record any accidents that happen in your club and report them directly to the head teacher, completing your own forms or reporting to Riddor where appropriate. 
· Any concerns of any nature should be reported to the school office.
Thank you for helping us to ensure that all of our children have a safe and enjoyable after school experience. 
Sandie Edward
Head Teacher
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