
 

Valley Knights Childcare  

Administering Medication Policy 

If a child attending Valley Knights Childcare requires medication of any kind, their parent or 
carer must complete a Permission to administer medicine form in advance. Staff at the Club 
will not administer any medication without such prior written consent. 

Ideally children should take their medication before arriving at the Club. If this is not possible, 
children will be encouraged to take personal responsibility for their medication, if appropriate. 
If children carry their own medication (eg asthma inhalers), the Club staff will offer to keep the 
medication safe until it is required. Inhalers must be labelled with the child’s name. 

Prescription medication 

Valley Knights Childcare staff will normally only administer medication that has been prescribed 
by a doctor, dentist, nurse or pharmacist. If a medicine contains aspirin we can only administer 
it if it has been prescribed by a doctor. All prescription medication provided must have the 
prescription sticker attached which includes the child’s name, the date, the type of medicine 
and the dosage. 

Non-prescription medication 

If a child requires a non-prescription medication to be administered, we will consider this on a 
case by case basis after careful discussion with the parent or carer. We reserve the right to 
refuse to administer non prescription medication.  Non-prescription medicine does not require a 
GP prescription before Valley Knights Childcare can administer.  

Procedure for administering medication 

A designated staff member will be responsible for administering medication or for witnessing 
self-administration by the child. The designated person will record receipt of the medication on 
a Medication Log, will check that the medication is properly labelled, and will ensure that it is 
stored securely during the session.  

Before any medication is given, the designated person will: 

• Check that the Club has received written consent 

• Take steps to check when the last dosage was given 

• Ask another member of staff to witness that the correct dosage is given. 

When the medication has been administered, the designated person must: 

• Record all relevant details on the Record of Medication Given form 

• Ask the child’s parent or carer to sign the form to acknowledge that the medication has been 
given. 

When the medication is returned to the child’s parent or carer, the designated person will 
record this on the Medication Log. 

If a child refuses to take their medication, staff will not force them to do so. The manager and 
the child’s parent or carer will be notified, and the incident recorded on the Record of 
Medication Given. 

Specialist training 



Certain medications require specialist training before use, eg Epi Pens. If a child requires such 
medication the manager will arrange appropriate training as soon as possible. It may be 
necessary to absent the child until such training has been undertaken. Where specialist training 
is required, only appropriately trained staff may administer the medication. 

Changes to medication 

A child’s parent or carer must complete a new Permission to Administer Medication form if 
there are any changes to a child’s medication (including change of dosage or frequency) and the 
Medication Log must be updated 

Long term conditions 

If a child suffers from a long term medical condition the Club will ask the child's parents to 
provide a medical care plan from their doctor, to clarify exactly what the symptoms and 
treatment are so that the Club has a clear statement of the child's medical requirements. 
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Valley Knights Childcare  

Behaviour Management Policy 
 

Valley Knights Childcare uses effective behaviour management strategies to promote the 
welfare and enjoyment of children attending the Club. Working in partnership with parents, we 
aim to manage behaviour using clear, consistent and positive strategies, and with adults 
modelling positive behaviour. The Club rules are clearly displayed at every session and are 
discussed regularly. 
 
Whilst at Valley Knights Childcare we expect children to: 

• Use socially acceptable behaviour 

• Comply with the Club rules, which are compiled by the children attending the club 

• Respect one another, accepting differences of race, gender, ability, age and religion 

• Develop their independence by maintaining self-discipline 

• Choose and participate in a variety of activities 

• Ask for help if needed 

• Enjoy their time at the Club. 

 

Encouraging positive behaviour 

At Valley Knights Childcare positive behaviour is encouraged by: 

• Staff acting as positive role models 

• Praising appropriate behaviour 

• Sticker rewards 

• Informing parents about individual achievements 

• Offering a variety of play opportunities to meet the needs of children attending the Club. 

 
It is inevitable that as children develop and learn, there are times when they need support and 
guidance to understand that their behaviour is not acceptable. Staff at the Club will try to 
determine the cause or triggers of the inappropriate behaviour to prevent the situation from 
recurring.  
 

Dealing with inappropriate behaviour 

• Challenging behaviour will be addressed in a calm, firm and positive manner.  

• In the first instance, the child will be temporarily removed from the activity. 

• Staff will discuss why the behaviour displayed is deemed inappropriate. 

• Staff will give the child an opportunity to explain their behaviour, to help prevent a 
recurrence. 

• Staff will encourage and facilitate mediation between children to try to resolve conflicts 
through discussion and negotiation. 

• If the inappropriate behaviour appears to be as a result of boredom, staff will consult with 
the child to find activities that more fully engage them. 



• Staff will consult with parents to formulate clear strategies for dealing with persistent 
inappropriate behaviour. 

• No staff member will ever threaten any punishment that could adversely affect a child’s 
well-being (eg withdrawal of food or drink). 

 

If after consultation with parents and the implementation of behaviour management strategies, 
a child continues to display inappropriate behaviour, the Club may decide to exclude the child 
in accordance with our Suspensions and Exclusions policy. The reasons and processes involved 
will be clearly explained to the child. 
 

Physical intervention 

Physical intervention will only be used as a last resort, when staff believe that action is 
necessary to prevent injury to the child or others, or to prevent significant damage to 
equipment or property. If a member of staff has to physically restrain a child, the manager will 
be notified, and an Incident record will be completed. The incident will be discussed with the 
parent or carer as soon as possible.  
 
If staff are not confident about their ability to contain a situation, they should call the manager 
or, in extreme cases, the police. 
 
All serious incidents will be recorded on an Incident record and kept in the child’s file. This 
may be used to build a pattern of behaviour, which may indicate an underlying cause. If a 
pattern of incidents indicates possible abuse, we will implement child protection procedures in 
accordance with our Safeguarding policy. 
 
Corporal punishment 

Corporal punishment or the threat of corporal punishment will never be used at the Club. 
 
We will take all reasonable steps to ensure that no child who attends our Club receives corporal 
punishment from any person who cares for or is in regular contact with the child, or from any 
other person on our premises.  
 

 
 
Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2021): 
Safeguarding and Welfare Requirements: Managing behaviour [3.50-3.52]. 
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Valley Knights Childcare  

Anti-Bullying Policy 

Valley Knights Childcare provides a supportive, caring and safe environment in which all children 

are free from the fear of being bullied. Bullying of any form is not tolerated in our club, whether 

carried out by a child or an adult.  

Staff, children and parents or carers will be made aware of the Club’s position on bullying. 

Bullying behaviour is unacceptable in any form. 

Any child who is a victim of bullying will be dealt with in a sympathetic manner. If bullying is 

suspected or reported, the incident will be dealt with immediately by the member of staff 

informed, and then discussed with the manager. An account of the incident will be recorded in 

an Incident log. All staff will be informed so that close monitoring of the victim and bully can 

begin. Parents of both parties will be informed. 

What is bullying? 

Valley Knights Childcare defines bullying as the repeated harassment of others through 

emotional, physical, psychological or verbal abuse.  

• Physical: Pushing, scratching, spitting, kicking, hitting, biting, taking or damaging 

belongings, tripping up, punching or using any sort of violence against another person. 

• Psychological: Behaviour likely to create a sense of fear or anxiety in another person. 

• Emotional: Being deliberately unkind, shunning or excluding another person from a group or 

tormenting them. For example, making another person feel ‘left out’ of a game or activity, 

passing notes about others or making fun of another person. 

• Verbal: Name-calling, put-downs, ridiculing or using words to attack, threaten or insult. For 

example, spreading rumours or making fun of another person’s appearance.  

Racial harassment can take any of the forms of bullying listed above but is motivated by the 

victim’s colour, race, nationality, or ethnic or national origins. Incidents of racial harassment 

will be recorded as such on the Incident log. (See our Equalities Policy for more information on 

how we deal with and challenge discriminatory behaviour.) 

Preventing bullying behaviour 

Staff at Valley Knights Childcare will foster an anti-bullying culture in the following ways: 

• Encouraging caring and nurturing behaviour 

• Discussing friendships and encouraging group and team play 

• Encouraging children to report bullying without fear 

• Discussing the issues surrounding bullying with the children, including why bullying behaviour 

will not be tolerated  



• Exploring the consequences of bullying behaviour with the children. 

Responding to bullying behaviour 

Valley Knights Childcare acknowledges that despite all efforts to prevent it, bullying behaviour is 

likely to occur on occasion. When such incidents occur, the Club will follow the procedure 

outlined below: 

• We will address all incidents of bullying thoroughly and sensitively. 

• Victims of bullying will be offered the immediate opportunity to discuss the matter with a 

member of staff who will reassure the child and offer support. 

• They will be reassured that what they say will be taken seriously and handled 

sympathetically. 

• Staff will support the individual who has been bullied, keeping them under close supervision, 

and checking their welfare regularly. 

• If another child witnesses bullying and reports this, staff will reassure them that they have 

done the right thing. Staff will then investigate the matter. 

• If a member of staff witnesses an act of bullying, involving children or adults at the club, 

they will inform the manager. 

• Children who have bullied will be helped by discussing what has happened, establishing why 

the child became involved. Staff will help the child to understand why this form of behaviour 

is unacceptable and will encourage him/her to change their behaviour 

• If the bullying persists, the parents will be informed, and we will work with them to try to 

resolve the issues. 

• If this fails to stop the bullying, more serious actions may have to be taken, as laid out in the 

Suspensions and Exclusions policy. 

• All incidents of bullying will be reported to the manager and will be recorded on an Incident 

Log. The manager and other relevant staff will review the Club’s procedures in respect of 

bullying, to ensure that practices are relevant and effective. 

Related policies 

Equalities policy, Suspensions and Exclusions policy  
 
 

 

Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2021): 
Safeguarding and Welfare Requirements: Managing Behaviour [3.50 – 3.52] and Child Protection [3.7]. 
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Valley Knights Childcare  

Complaints Policy 

At Valley Knights Childcare we aim to work in partnership with parents to deliver a high quality 
childcare service for everyone. If for any reason we fall short of this goal, we would like to be 
informed in order to amend our practices for the future. Our complaints policy is displayed on 
the premises at all times. Records of all complaints are kept for at least three years. A summary 
of complaints is available for parents on request. 

The manager is usually responsible for dealing with complaints. If the complaint is about the 
manager, the registered person or other senior member of staff will investigate the matter. Any 
complaints received about staff members will be recorded on an Incident log and a Complaints 
log will be completed. Any complaints made will be dealt with in the following manner: 

Stage one 

Complaints about aspects of Club activity: 

• The manager will discuss the matter informally with the parent or carer concerned and aim 
to reach a satisfactory resolution. 

Complaints about an individual staff member:  

• If appropriate the parent will be encouraged to discuss the matter with staff concerned. 

• If the parent feels that this is not appropriate, the matter will be discussed with the 
manager, who will then discuss the complaint with the staff member and try to reach a 
satisfactory resolution. 

Stage two 

If it is impossible to reach a satisfactory resolution to the complaint through informal discussion, 
the parent or carer should put their complaint in writing to the manager. The manager will: 

• Acknowledge receipt of the letter within 7 days. 

• Investigate the matter and notify the complainant of the outcome within 28 days. 

• Send a full response in writing, to all relevant parties, including details of any recommended 
changes to be made to the Club’s practices or policies as a result of the complaint. 

• Meet relevant parties to discuss the Club’s response to the complaint, either together or on 
an individual basis. 

If child protection issues are raised, the manager will refer the situation to the Club’s Child 
Protection Officer, who will then contact the Local Authority Designated Officer (LADO) and 
follow the procedures of the Safeguarding Children Policy. If a criminal act may have been 
committed, the manager will contact the police.  

Making a complaint to Ofsted 

Any parent or carer can submit a complaint to Ofsted about Valley Knights Childcare at any 
time. Ofsted will consider and investigate all complaints. Ofsted’s address is: Ofsted, Piccadilly 
Gate, Store Street, Manchester M1 2WD 

Telephone:  0300 123 1231 (general enquiries) 
0300 123 4666 (complaints) 

 
 

This policy was adopted by: Valley Knights Childcare Date: October’24 
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Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2021): 
Safeguarding and Welfare Requirements: Complaints [3.75-3.76]. 
 



 

Valley Knights Childcare  

Missing Child Procedure 

 
At Valley Knights Childcare we are always alert to the possibility that children can go 
missing during sessions. To minimise the risk of this happening staff will carry out periodic 
head counts, particularly when transporting children between locations (eg walking from 
the school to the Club).  
 

If a child cannot be located, the following steps will be taken: 

• All staff will be informed that the child is missing. 

• Staff will conduct a thorough search of the premises and surrounding area. 

• After 10 minutes the police will be informed. The manager will then contact the 
child’s parents or carers. 

• Staff will continue to search for the child whilst waiting for the police and parents to 
arrive.  

• We will maintain as normal a routine as possible for the rest of the children at the 
Club. 

• The manager will liaise with the police and the child’s parent or carer. 

 
The incident will be recorded in the Incident Log. A review will be conducted regarding 
this and any other related incidents along with relevant policies and procedures. We will 
identify and implement any changes as necessary. 
 
If the police or Social Care were involved in the incident, we will also inform Ofsted. 
 
 

Useful numbers 

Police: 02380644000 

Social Care: 02380833336 

Ofsted: 0300 123 1231 

 
 
Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2021): 
Safeguarding and Welfare Requirements: Information for parents and carers [3.72] . 
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Valley Knights Childcare  

Mobile Phone Policy 
 

Valley Knights Childcare fosters a ‘culture of safety’ in which the children and staff are 
protected from abuse, harm, and distress.  We therefore have a clear policy on the acceptable 
use of mobile phones that is understood and adhered to by everyone: staff, children and 
parents. Abiding by the terms of the club’s mobile phone policy ensures that we all: 

• Protect children from harm and abuse 

• Prevent staff from being subject to false allegations  

• Help staff remain focused on the care of children 

• Work in an open and transparent environment. 

Staff use of mobile phones 

Personal mobile phones belonging to members of staff are kept in their bags in the storage 
cupboard during working hours. 

If a member of staff needs to make an urgent personal call they can use the club phone or make 
a personal call from their mobile in the school hallway.  

If a member of staff has a family emergency or similar and needs to keep their mobile phone to 
hand, prior permission must be sought from the Manager or Deputy.  

Under no circumstances may staff use their personal mobile phones to take photographs at the 
club during working hours. 

Children’s use of mobile phones 

Whilst we understand that some children have mobile phones, we ask that these are kept in 
their bags at all times. 

The club does not accept any responsibility for loss or damage to mobile phones brought to the 
club by the children. 

Children must not use their mobile phone to take photographs of any kind whilst at the club. If 
they want a photograph of a particular activity they can ask a member of staff to take one using 
the club camera. 

Smart watches that enable photos/call or messaging are not allowed on children for 
safeguarding reasons 

Visitors’ use of mobile phones 

In the interest of safeguarding we ask all parents and visitors not to use their phones or other 
mobile devices on club premises. Taking of photographs by parents or visitors is strictly 
prohibited. If a parent would like to have a photograph of their child involved in an activity or 
at play, they can ask a member of staff to take one using the club camera.  
 

Guidance 

To safeguard children and practitioners online, our staff will be encouraged to refer to 
“Safeguarding children and protecting professionals in early years settings: online safety 
considerations”. (https://www.gov.uk/government/publications/safeguarding-children-and-
protecting-professionals-in-early-years-settings-online-safety-considerations) 



Related policies 

See also: Safeguarding Children policy. 
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Valley Knights Childcare 

Safeguarding Policy 
 
Valley Knights Childcare is committed to building a ‘culture of safety’ in which the children in our care 
are protected from abuse, harm and radicalisation.  

The Club will respond promptly and appropriately to all incidents or concerns regarding the safety of a 
child that may occur. The Club’s child protection procedures comply with all relevant legislation and 
with guidance issued by Hampshire County Council 

There is a Designated Safeguarding Lead (DSL) available at all times while the Club is in session. The 
DSL coordinates safeguarding and child protection issues and liaises with external agencies (eg Social 
Care and Ofsted). 

The Club’s designated DSL is Harriet Brown. The Deputy / on-call DSL is Julia Derrick 

Child abuse and neglect 

Child abuse is any form of physical, emotional or sexual mistreatment or lack of care that leads to 
injury or harm. An individual may abuse or neglect a child directly, or by failing to protect them from 
harm. Some forms of child abuse and neglect are listed below.  

• Emotional abuse is the persistent emotional maltreatment of a child so as to cause severe and 
persistent adverse effects on the child’s emotional development. It may involve making the child 
feel that they are worthless, unloved, or inadequate. Some level of emotional abuse is involved in 
all types of maltreatment of a child, though it may occur alone. 

• Physical abuse can involve hitting, shaking, throwing, poisoning, burning, drowning, suffocating or 
otherwise causing physical harm to a child. Physical harm may be also caused when a parent or 
carer feigns the symptoms of, or deliberately causes, ill health to a child. 

• Sexual abuse involves forcing or enticing a child to take part in sexual activities, whether or not 
the child is aware of what is happening. This can involve physical contact, or non-contact activities 
such as showing children sexual activities or encouraging them to behave in sexually inappropriate 
ways. 

• Neglect is the persistent failure to meet a child’s basic physical and emotional needs. It can involve 
a failure to provide adequate food, clothing and shelter, to protect a child from physical and 
emotional harm, to ensure adequate supervision or to allow access to medical treatment. 

Signs of child abuse and neglect 

Signs of possible abuse and neglect may include:  

• significant changes in a child's behaviour  

• deterioration in a child’s general well-being 

• unexplained bruising or marks 

• comments made by a child which give cause for concern 

• reasons to suspect neglect or abuse outside the setting, eg in the child’s home, or that a girl 
may have been subjected to (or is at risk of) female genital mutilation (FGM), or that the child 
may have witnessed domestic abuse 

• inappropriate behaviour displayed by a member of staff, or any other person. For example, 
inappropriate sexual comments, excessive one-to-one attention beyond the requirements of 
their role, or inappropriate sharing of images.  

If abuse is suspected or disclosed 

When a child makes a disclosure to a member of staff, that member of staff will: 

• reassure the child that they were not to blame and were right to speak out  

• listen to the child but not question them 

• give reassurance that the staff member will take action 



• record the incident as soon as possible (see Logging an incident below). 

If a member of staff witnesses or suspects abuse, they will record the matter straightaway using the 
Logging a concern form. If a third party expresses concern that a child is being abused, we will 
encourage them to contact Social Care directly. If they will not do so, we will explain that the Club is 
obliged to and the incident will be logged accordingly. 

Female genital mutilation (FGM) 

FGM is an illegal, extremely harmful practice and a form of child abuse, and is therefore dealt with as 
part of our existing safeguarding procedures. All of our staff receive training in how to recognise when 
girls are at risk of FGM, or may have been subjected to it. 

If FGM is suspected or disclosed 

We will follow the same procedures as set out above for responding to child abuse. 

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 (in primary school-aged children) of any kind, including sexting 

• One of the children is significantly more dominant than the other (eg 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 as set out above for responding to child abuse. 

Extremism and radicalisation 

All childcare settings have a legal duty to protect children from the risk of radicalisation and being 
drawn into extremism. There are many reasons why a child might be vulnerable to radicalisation, eg: 

• feeling alienated or alone 

• seeking a sense of identity or individuality 

• suffering from mental health issues such as depression 

• desire for adventure or wanting to be part of a larger cause 

• associating with others who hold extremist beliefs 

Signs of radicalisation 

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 or observations on a Logging a concern form, and refer the matter to the DSL. 

Logging a concern 

All information about the suspected abuse or disclosure, or concern about radicalisation, will be 
recorded on the Logging a concern form as soon as possible after the event. The record should include: 

• date of the disclosure, or the incident, or the observation causing concern 

• date and time at which the record was made 

• name and date of birth of the child involved 



• a factual report of what happened. If recording a disclosure, you must use the child’s own words 

• name, signature and job title of the person making the record. 

The record will be given to the Club’s DSL who will decide on the appropriate course of action.  

For concerns about child abuse, the DSL will contact Social Care. The DSL will follow up all referrals to 
Social Care in writing within 48 hours. If a member of staff thinks that the incident has not been dealt 
with properly, they may contact Social Care directly. 

For minor concerns regarding radicalisation, the DSL will contact Hampshire County Council children 
services. For more serious concerns the DSL will contact the Police on the non-emergency number 
(101), or the anti-terrorist hotline on 0800 789 321. For urgent concerns the DSL will contact the Police 
using 999. 

Allegations against staff  

If anyone makes an allegation of child abuse against a member of staff: 

• The allegation will be recorded on an Incident record form. Any witnesses to the incident should 
sign and date the entry to confirm it. 

• Contact Lado within 24 hours 

• The allegation must be reported to the Local Authority Designated Officer (LADO) and to Ofsted. 
The LADO will advise if other agencies (eg police) should be informed, and the Club will act upon 
their advice. Any telephone reports to the LADO will be followed up in writing within 48 hours. 

• Following advice from the LADO, it may be necessary to suspend the member of staff pending full 
investigation of the allegation. 

• If appropriate, the Club will make a referral to the Disclosure and Barring Service. 

Promoting awareness among staff 

The Club promotes awareness of child abuse and the risk of radicalisation through its staff training. The 
Club ensures that: 

• the designated DSL has relevant experience and receives appropriate training in safeguarding 
and the Prevent Duty, and is aware of the Channel Programme and how to access it 

• designated person training is refreshed every three years  

• safe recruitment practices are followed for all new staff 

• all staff have a copy of this Safeguarding policy, understand its contents and are vigilant to 
signs of abuse, neglect or radicalisation 

• all staff are aware of their statutory duties with regard to the disclosure or discovery of child 
abuse, and concerns about radicalisation 

• all staff receive basic safeguarding training, and safeguarding is a permanent agenda item at all 
staff meetings 

• all staff receive basic training in the Prevent Duty 

• staff are familiar with the Safeguarding File which is kept in the lockable filing cabinet in 
storage cupboard 

• the Club’s procedures are in line with the guidance in ‘Working Together to Safeguard Children 
(2020)’ and staff are familiar with ‘What To Do If You’re Worried A Child Is Being Abused 
(2015)’. 

Use of mobile phones and cameras 

Photographs will only be taken of children with their parents’ permission. Only the club camera will be 
used to take photographs of children at the Club, except with the express permission of the manager. 
Neither staff nor children nor visitors may use their mobile phones to take photographs at the Club. For 
more details see our Mobile Phone Policy. 

Contact numbers 

Local authority children’s social care team 0300 5551384 (Hantsdirect Children’s Services) 

Local authority Designated Officer (LADO) 01962 876364 (Mark Blackwell) 



Local Authority referral team 0300 5551384 (Hantsdirect Children’s Services) 

Ofsted 0300 123 1231 

Non-emergency police 101  

Government helpline for extremism concerns 020 7340 7264 

NSPCC: 0808 800 500 
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Valley Knights Childcare  

Suspensions and Exclusions Policy 

Valley Knights Childcare will deal with negative and inappropriate behaviour by using constructive 
behaviour management techniques. We will involve staff, parents and children to tackle disruptive and 
challenging behaviour collectively. 

We acknowledge that some children will require additional support in order to achieve acceptable levels 
of behaviour. Where we identify a child with these needs, we will work closely with the parents or carers 
to deal with the inappropriate behaviour in accordance with our Behaviour Management policy. 

Where a child persistently behaves inappropriately, we will implement the following procedure: 

1. Give the child a formal warning; staff will explain why the behaviour is unacceptable along with the 
consequences of further incidents. 

2. Staff will encourage the child to discuss their behaviour, to explain their actions and to identify 
strategies for avoiding such incidents in the future. 

3. Details of formal warnings, suspensions and exclusions will be recorded on an Incident record and 
kept in the child’s records. 

4. The formal warning will be discussed with the child’s parents, and all staff will be notified. 

Staff will inform the manager if a child’s behaviour warrants suspension or exclusion. 

We will only suspend or exclude a child from the Club as a last resort, when all other behaviour 
management strategies have failed or if we feel that children or staff are at risk.  

Suspensions and exclusions will be fair, consistent and appropriate to the behaviour concerned, and will 
take account of the child’s age and maturity as well as any other factors relevant to the child’s 
situation. If appropriate, we will seek advice from other agencies; this may include accessing funding for 
additional support. 

Temporary suspensions 

Temporary suspensions will be applied in the following situations: 

• Where formal warnings have failed to improve a child’s persistent, challenging and unacceptable 
behaviour. 

• In the event of an extremely serious or dangerous incident we will suspend a child with 
immediate effect. We will contact the parents and ask that the child be collected immediately. 
Immediate suspensions require the manager’s agreement. 

The Club may temporarily suspend the child for a period of up to 15 consecutive days. If the Club takes 
this step, we will discuss our concerns with the parents/carers in order to work together to promote a 
more desirable pattern of behaviour. 

At the end of the suspension period the manager will meet with the parents/carers and the child, in 
order to agree any conditions relating to the child’s return to the Club.  

Permanent exclusion 

In exceptional circumstances, and only when all other attempts at behaviour management have failed, it 
may be necessary to permanently exclude a child from the setting.  

If a child is excluded from the Club, the parents/carers will be given a verbal and written explanation of 
the issues and subsequent actions. They have the right to appeal to the manager against the exclusion 
within 14 days of receiving written notification of the exclusion. 



This policy was adopted by: Valley Knights Childcare Date: October’24 
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Valley Knights Childcare  

Uncollected Children Policy 
 

Valley Knights Childcare endeavours to ensure that all children are collected by a parent or 
carer at the end of each session. If a child is not collected, and the parent or carer has not 
notified us that they will be delayed, we will follow the procedure set out below:  
 
Up to 15 minutes late 

• When the parent or carer arrives they will be reminded that they must call the Club to notify 
us if they are delayed. 

• The parent or carer will be informed that penalty fees will have to be charged (unless the 
delay was genuinely unavoidable). 

 
Over 15 minutes late 

• If a parent or carer is more than 15 minutes late in collecting their child, the manager will 
try to contact them using the contact details on file.  

• If there is no response from the parent or carer, messages will be left requesting that they 
contact the Club immediately. The manager will then try to contact the emergency contacts 
listed on the child’s registration form. 

• While waiting to be collected, the child will be supervised by a member of staff. 

• When the parent or carer arrives they will be reminded that they must call the Club to notify 
us if they are delayed, and that penalty fees will have to be charged (except in exceptional 
circumstances). 

 
Over 30 minutes late 

• If the manager has been unable to contact the child’s parents or carers after 30 minutes, the 
manager will contact the local Social Care team for advice. 

• The child will remain in the care of the Club’s staff, on the Club’s premises if possible, until 
collected by the parent or carer, or until placed in the care of the Social Care team. 

• If it is not possible for the child to remain at the Club’s premises, a note will be left on the 
door of the Club informing the child’s parent or carer where the child has been taken (eg to 
the home of a staff member or into the care of a safeguarding agency) and leaving a contact 
number. A further message will be left on the parent or carer’s telephone explaining events.  

• Any late collections may have to wait with a staff member of Valley Knights Childcare in the 
leisure centre’s meeting room. 

 

Managing persistent lateness 

The manager will record incidents of late collection and will discuss them with the child’s 
parents or carers. Parents and carers will be reminded that if they persistently collect their child 
late they may lose their place at the Club.  

 
 

Useful contacts 

Phone 0300 555 1384 
Email childrens.services@hants.gov.uk 

mailto:childrens.services@hants.gov.uk


Email childrens.services@hants.gov.uk 
Out of hours 
Phone 0300 555 1373   
 
 
 

This policy was adopted by: Valley Knights Childcare 
 

Date: October’24 

To be reviewed: October’25 Signed: H.Brown 

 
Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2021): 
Safeguarding and Welfare Requirements: Information for parents and carers [3.74 
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