Carryduff Play Care Contract
Our aim is to provide good quality low cost care for your child/children while you are at work or college.
All our staff have relevant Childcare qualifications, additionally, five have Play Work qualifications and two
are qualified teachers. Our Centre has received Playboard’s quality assurance accreditation ‘Pathways to
Excellence’, C.A.P.S Quality Assurance Gold Award and we have also been awarded the ‘Fit for Play’
certificate by the Sports Council for N.I.
We are registered and monitored by Social Services and affiliated to Playboard and The Early Years
Organisation. The Centre’s programme varies, and in consultation with the children, a structured and
informal plan of play activities is provided.
At Carryduff Play Care Centre we have many opportunities for play, the voice of the child plays a
significant role in planning. We offer a wide range of play opportunities for children so that they can chose
their play independently. We cater for all types of play;
Symbolic Play – play which allows control, gradual exploration and increased understanding without the
risk of being out of one’s depth.
Rough and Tumble Play – close encounter play which is less to do with fighting and more to do with
touching, tickling, gauging relative strength. Discovering physical flexibility and the exhilaration of display.
Socio-dramatic Play – the enactment of real and potential experiences of an intense personal, social,
domestic or interpersonal nature.
Social Play – play during which the rules and criteria for social engagement and interaction can be
revealed, explored and amended.
Creative Play – play which allows a new response, the transformation of information, awareness of new
connections, with an element of surprise.
Communication Play – play using words, nuances or gestures for example, mime, jokes, play acting,
singing, debate, poetry.
Dramatic Play – play which dramatizes events in which the child is not a direct participator.
Deep Play – play which allows the child to encounter risky experiences, to develop survival skills and
conquer fear.
Exploratory Play – play to access factual information consisting of manipulative behaviours such as
handling, throwing or banging.
Fantasy Play – play which rearranges the world in the child’s way, a way which is unlikely to occur.
Imaginative Play – play where the conventional rules, which govern the physical world, do not apply.
Locomotor Play – movement in any or every direction for its own sake.
Mastery Play – control of the physical and affective ingredients of the environments.
Object Play – play which uses infinite and interesting sequences of hand-eye manipulations and
movements.

Role Play – play exploring ways of being, although not normally of an intense personal, social, domestic
or interpersonal nature.
Recapitulative Play – play that allows the child to explore ancestry, history, rituals, stories, rhymes, fire
and darkness. Enables children to access play of earlier human evolutionary stages.

“A Playworker’s Taxonomy of Play Type by Bob Hughes”
Parent Contract
Whilst the links between parents and the centre will be as flexible as possible, in order to avoid
misunderstandings this contract outlines the agreement in writing.
We advise parents to
familiarise themselves with all our policies.
We aim to provide all parents with the necessary information regarding holiday booking forms,
accounts, memos etc. To do this we have provided a ‘post box’ for each family. It is important to
regularly check, and read, any communication as it is our system of ensuring all parents receive
important information regarding the care of their child/children. They are not transferrable, and
there is no refund or reduction for unattended sessions.
1. Parents must inform the Centre if their child will not be attending.
2. Places are not transferrable, and there is no refund or reduction for unattended
sessions.
3. When a child is not collected by the end of the booked session, the staff will try to
contact the parents or the nominated emergency contact. A fee is charged for late
collections. (Please see pricing policy).
4. Care is available during all school holidays, except New Year’s Day, Easter Monday
& Tuesday, May Day, 12th July, August Bank Holiday, Christmas Day and Boxing
Day. To enable us to arrange cover to maintain the correct staff/child ratio and agree
staff holidays, you are required to complete and return the appropriate holiday
booking form by the date specified, indicating if care is required, or not.
5. Parents are invited to attend the Annual General Meeting and encouraged to
become involved either as a committee member or helper, and to support the
Fundraising Events organised by the voluntary management committee.

Pricing Policy
Quality care can only be provided by employing and retaining suitably qualified staff. To
maintain our standards and remain sustainable the following Pricing Policy is applied:

Fees - Fees must be paid monthly within seven days of the invoice date. Where this puts
parents under financial strain, an arrangement can be made for weekly payments. Fees may
be paid using childcare vouchers, cheque, BACS or cash. When paying by cash please enclose

the reply slip with the cash in a sealed envelope. Fees are reviewed annually, with any increase
taking effect from September.
Fixed Bookings - Term-time fixed bookings are places booked and secured for the same days
each week throughout the term. This includes half-term holidays and exceptional closures. Termtime fixed bookings are charged at a discounted rate. They are not transferrable, and there is no
refund or reduction for unattended sessions.
Please Note: Where payment is not made by the due date the account will not continue to attract
the discounted rate. Parents are required to give one months notice to cancel a fixed booking.
Casual Bookings - Casual bookings are requests made for care additional to a fixed booking, or
care required on an irregular basis. All casual bookings are charged at the full rate and availability
cannot be guaranteed. There is no refund or reduction for unattended sessions.
Late Collections - It is important children are collected promptly at the end of a session to ensure
staff ratios are maintained and to avoid staff being continually late closing at the end of day.
Late collections are charged at £25 per hour. (charged by 1/4hr) Continual lateness will result in
the parent being asked to find alternative care for their child/children.
Holidays - Parents are required to complete the appropriate form at each playgroup or school
closure, to clarify whether they do, or do not, require care.
Christmas, Easter and summer (July & August) holidays are not charged in fixed term time
bookings, and care required during these periods MUST be requested on the booking form
which we will issue.
All other holidays during term time, e.g Half Terms, St. Patrick's Day etc., are charged in the
fixed booking and any additional care during term time closures must be pre-booked.
The discounted rate only applies to bookings received by the date on the booking form.

CARRYDUFF PLAY CARE CENTRE
POLICY 10 - BEHAVIOUR MANAGEMENT
Carryduff Play Care/Playgroup believes in young children developing the ability to control their
own lives, to make choices and accept responsibility for their actions. We also believe that all
children have the right to expect positive approaches to discipline that are consistent with these
goals. Smacking or any punishment that humiliates, or attacks children’s sense of self and makes
them feel helpless is damaging and will NEVER be permitted in our group.
Staff will provide a positive role model for the children with regard to friendliness, care and
courtesy, while children are encouraged to respect each other, the staff, the toys and the
equipment used. Desirable behaviour such as kindness, willingness to share and good manners
will be praised and endorsed.
Children are encouraged to resolve conflicts peacefully and to report bullying, whether they, or
one of the other children, are the target. Action is taken promptly, as bullying is not permitted
under any circumstances. Racial or physical abuse, and also swearing or abusive language, will
be classed as unacceptable behaviour.

Carryduff Playgroup
At Carryduff Playgroup we have a detailed classroom management plan which has been
developed through extensive training through SEELB and other sources. The Management Plans’
key objective is to promote positive behaviour.
Each room will establish rules, rewards and consequences to promote and reward good
behaviour. These are tailored so they suit each individual group and any additional needs in the
group.
Rules will be explained to the children, and staff asked to be consistent when dealing with a
disruptive or disobedient child, and to never turn a blind eye to unacceptable behaviour.
To reward children for good behaviour a system of rewards will be put in place. Rewards will be
primarily 'Happy Words' from staff, Stickers and Certificates as ways of promoting positive
behaviour.
When a child behaves in a way that is hurtful or offensive to others, or challenges the rules, a
member of staff will make clear to the child what we object to, and follow the order of
consequences. Consequences will include being spoken too, spending time on the 'Reflection
Bubble' and then if the matter is irresolvable by staff, contact with home will be made.
Staff must never use sarcasms or shout at children. The child will always be made aware that it
is the behaviour that is unacceptable, and not the child.
We acknowledge that bullying can occur at this early age. Children can demonstrate this through
excluding each other, name calling and physical actions. In the event of bullying occurring we
will apply the same behaviour management policy assuring that all strategies are developmentally
appropriate to the child.

Should unacceptable behaviour persist, the recurring problems will be addressed with the parent,
using objective observations and records, to establish a course of action. We may find it
necessary, in partnership with the parents, to seek professional support/advice from the child’s
health visitor.

CARRYDUFF PLAY CARE CENTRE
POLICY 13 - SAFEGUARDING AND CHILD PROTECTION
The purpose of this policy is to ensure the highest standard of care and best practice
towards children and vulnerable adults, while also ensuring that staff and volunteers are
assured of their own protection against false allegations.
There is an expectation that all staff, volunteers and management committee members
know and understand these policies and procedures, and agree to and adopt the
recommended standards of good practice contained within.
Policy Statement of Intent
We at Carryduff Play Care Centre have a responsibility to provide a safe environment for
children in which their welfare is of paramount importance. This also means we need to
inform and consult parents and carers about any decision affecting their child.
Principles
The Children (NI) Order 1995 came into force in Northern Ireland in November 1996. It
significantly affects the moral and legal responsibilities of all those, both in the statutory and
voluntary sectors, who work with children and young people up to the age of 18 years.
The Order embodies five key principles:
•

Paramouncy – in childcare, law and practice, the welfare of the child is the principal
consideration in any decision about him or her.

•

Parental responsibility – parents have responsibilities to their children, rather than rights
over them. In some situations, ‘significant adults’ share this responsibility with one or
both parents.

•

Prevention – this principle is concerned with the prevention of significant harm to
children.

•

Partnership – the basis of this principle is that the most effective way of ensuring that a
child’s needs are met is by working in partnership, especially with parents.

•

Protection – children should be safe, and should be protected by intervention if they are
in danger.

Aims of the Policy
We aim to ensure that our staff and volunteers are carefully selected, trained and
supervised, and that they are familiar with our policy on safeguarding and child protection.
All staff should be aware of social, cultural, religious, ethnic, race, colour and nationality
differences and take any necessary requirements into consideration.

We endeavour to promote an open and child-centred environment in which everyone feels
comfortable and free to share information and concerns.
We will endeavour to safeguard children by:
Recruitment / selection
• Ensuring all staff and volunteers are fit to work with children in accordance with the
Children (NI) Order 1995. This includes ensuring that all staff and volunteers are cleared
through Access NI and Social Services who will ensure references have been obtained
and will complete a pre-employment, police and criminal background check. This is
reviewed on a regular basis.
Training and supervision
• All staff will complete Child Protection Training; selected staff will complete Designated
Child Protection Officer Training. Two Designated Offers are appointed to implement our
Child Protection Policy.
• Effective management is provided for all staff and volunteers through supervision,
support and training. An annual appraisal is carried out to help identify training needs
and also provides a means of enhancing support and supervision.
• All staff must sign that they have read and understood all policies and procedures.
• All staff, volunteers and students must complete an appropriate induction prior to
commencement of their post.
Health and Safety
• By ensuring all playrooms are staffed by the recommended child / staff ratio set down by
social services.
• In order to ensure that the safety of children is paramount, we at Carryduff Play Care
Centre strive to provide a safe environment for children.
Code of Practice / Behaviour
• We are committed to reviewing our policy and good practice at regular intervals.
• We are committed to delivering a service that promotes good practice and protects
children from harm.
• By ensuring all incidents of suspicion, poor practice and allegations of inappropriate
behaviour are taken seriously and responded to swiftly, according to our guidelines.
• We strive to promote an atmosphere in which children are protected from harm and can
grow and develop to their full potential.
• Children are encouraged to respect themselves and others. We have a clear antibullying policy and we do not tolerate prejudice; all children are encouraged to respect
differences, eg disabilities, racism.
Confidentiality
• By sharing information about child protection and good practice with parents, staff and
volunteers, and other relevant professionals.
• Sharing information about concerns with agencies who need to know, and involving
parents and children appropriately.

•

Ensuring that accurate records are kept of any significant changes in a child’s
behaviour, physical condition or appearance.

Sharing information / Reporting
• It is our duty and responsibility to report any child protection concerns / disclosures or
allegations immediately.
• If any of our staff members or volunteers feel concerned about a child, it is essential that
they know how to report their concern.
• All information will only be shared on a need to know basis.
• We have appointed three members of staff as Child Protection Designated Officers.
They have been trained in child protection and they are committed to the principle of
confidentiality.
Responding appropriately to suspicions of abuse
We will do this by:
•
•
•
•
•

Using appropriate strategies to support children who may make a disclosure of abuse.
By observing children on an ongoing basis and noting any significant changes in
behaviour that may give cause for concern.
By keeping detailed and accurate records in accordance with confidentiality guidelines
and the Data Protection Act.
By keeping records until the child’s 21st birthday, due to possibility of legal action.
When recording incidents of abuse or suspected abuse, remember at all times to keep
records factual and informative.
Below are a few guidelines to help when recording –
Do not panic
Do not ask leading questions
Do not promise to keep secrets
Do not enquire into details of the abuse or investigate
Do not make a child repeat the story unnecessarily
Stay calm
Listen to what is being said
Give time to the child / person to say what they want
Reassure that they have done the right thing in telling
Recording in writing what was said as soon as possible and advise management /
Designated Child Protection Officer.

All incidents must be reported to a Designated Officer, who will take the responsibility to
implement child protection procedures. We have a legal responsibility to report any
disclosure of abuse to the appropriate authorities.

Indicators of Abuse
Child abuse refers to any ill-treatment of a child, either through inflicting actual harm by
knowingly not preventing harm, or by failing to provide proper care. Child abuse is not
restricted to any one geographical, sociological or economical situation. Abuse can happen
anytime, anywhere and by anyone. We all have a responsibility to protect children and we
need to understand the signs and symptoms of abuse.

There are different types of abuse, and a child may suffer more than one type.
Physical Abuse
Physical abuse is deliberate physical injury to a child, or the wilful or neglectful failure to
prevent a child’s physical injury or suffering. This may include hitting, shaking, throwing,
poisoning, burning or scalding, drowning or suffocating. Giving young people alcohol or
inappropriate drugs would also constitute abuse.
Physical indictors
•
•
•
•
•
•

Injuries in various stages of healing, especially burns and bruises
More injuries than usually seen in children of the same age
Injuries scattered on many areas of the body
Bruises or burns in patterns that suggest intentional infliction
Any injury that does not match or is inconsistent with the description / reason given.
Injuries on areas of the body not consistent with normal childhood injuries.

Behavioural indicators
• No expectation of parental comfort
• Overly friendly or withdrawn
• Fear to return home, or fear of a parent / adult figure
• Hitting out at other children on a regular and consistent basis
• Changes in normal behaviour or development, i.e. bedwetting, etc
Emotional abuse
Emotional abuse is the persistent emotional ill-treatment of a child, having severe and
persistent adverse effects on the child’s emotional development. It may involve making
children feel they are worthless or unloved, inadequate or only valued for what they can do
for another person. It may feature expectations of young people that are not appropriate to
their age or development. It may cause a young person to be frightened or in danger by
being constantly shouted at, threatened or taunted.
Physical indicators
• Speech disorder
• Failure to thrive
• Lack of attachment to a care giver
• Lack of confidence / low self-esteem

Behavioural indicators
• Eating disorder
• Phobias, i.e. fear of something
• Sudden changes in behaviour, i.e. withdrawn
• Inability to form relationships / attachments.
Sexual abuse
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. The activities may involve physical contact,
including penetrative or non-penetrative acts, or subjecting the child to pornographic
material. Talking to them in a sexually explicit manner is also a form of sexual abuse.
Physical indicators
• Painful urination or defecation
• Bleeding / bruising around genitals
Behavioural indicators
• Withdrawn
• Sudden change in behaviour, i.e. reverting to an earlier stage of development
• Exhibit complicated sexual or seductive behaviour, including inappropriate language
or play
• Refusal to wash / clean or be bathed / changed
• Low self-esteem / self-confidence
Bullying
Bullying may come from another young person or an adult. Bullying is defined as
deliberate, hurtful behaviour, usually repeated over a period of time, where it is difficult for
those bullied to defend themselves. There are three main types of bullying.
•
•
•

Physical (e.g. hitting, kicking, slapping)
Verbal (e.g. racist or homophobic remarks, name calling, threats,)
Emotional (e.g. tormenting, ridiculing, humiliating, ignoring, isolating from the group).

Neglect
Neglect is the persistent failure to meet a child’s basic physical and psychological needs
and is likely to seriously impair the child’s health or development. Neglect may involve a
parent or carer failing to provide adequate food, shelter or clothing; failing to protect a child
from physical harm or danger; failing to ensure that the child receives appropriate medical
care or treatment; lack of stimulation; or lack of supervision. It may also include neglecting a
child’s basic emotional needs.
Physical indicators
• Underweight / overweight
• Poor hygiene
• Clothing soiled or inappropriate to weather conditions, etc
• Unattended dental / medical problems
• Poor sleep and / or eating patterns

Behavioural indicators
• Dull, inactive, little energy or falling asleep
• Constant hunger and requests for food or hiding food
• Inability to concentrate
• Inability to form relationships with others.
Exploitation
Exploitation is the intentional ill-treatment, manipulation or abuse of power and control over
a child or young person; to take selfish or unfair advantage of a child or young person or
situation, for personal gain. It may manifest itself in many forms such as child labour,
slavery, servitude, engagement in criminal activity, begging benefit or other financial fraud
or child trafficking. It extends to the recruitment, transportation, transfer, harbouring or
receipt of children for the purpose of exploitation. Exploitation can be sexual in nature.

This list is not meant to be complete or exhaustive, and the presence of one or more
of these indicators is not proof that abuse is actually taking place.
Other areas could include;
• Specific forms of abuse. For example; Honour based violence, abusive images of
children, forced marriage.
• Children and Young people with increased vulnerabilities. For example; Children
with disability, domestic violence.
• Children and Young People’s behaviour. For example; peer abuse, self-harm,
bullying
Sexting
Sexting as defined by the UK Council for Child Internet Safety (UKCCIS) is ‘the production
and/or sharing of sexual photos and videos of and by young people who are under the
age of 18’. Sexting can leave a child vulnerable to bullying, blackmail, online grooming or
abuse. It’s a criminal offence to create or share explicit images of a child, even if the person
doing it is a child.
‘Sexting’ does not include the sharing of sexual photos and videos of under 18 year olds with or
by adults.
This is a form of child sexual abuse and must be referred to the police.
If an incident involving ‘sexting’ comes to your attention, report it to your Designated Child
Protection Officer immediately.
• Never view, download or share the imagery yourself, or ask a child to share or download
– this is illegal.
• If you have already viewed the imagery by accident (e.g. if a child has showed it to you
before you could ask them not to), report this to the Designated Child Protection Officer.
• Do not delete the imagery or ask the child to delete it.

•

•
•
•

Do not ask the child/children who are involved in the incident to disclose information
regarding the imagery. This is the responsibility of the Designated Child Protection
Officer.
Do not share information about the incident to other members of staff, the child/children
it involves or their, or other, parents and/or carers.
Do not say or do anything to blame or shame any child involved.
Do explain to them that you need to report it and reassure them that they will receive
support and help from the Designated Child Protection Officer.

We stress, however, that it is not the responsibility of managers to prove that abuse is
taking place. Instead, it is their responsibility to act on any concerns by reporting them to the
Designated Officer, who in turn will report any concerns to Social Services.
It is the policy of Carryduff Play Care Centre to safeguard the welfare of children and
vulnerable adults by protecting them from all forms of maltreatment, exploitation, physical,
emotional, sexual abuse and neglect.
We do this by
• being registered and monitored by Social Services
• ensuring all staff and volunteers are carefully selected, trained and supervised
• requesting names of two referees and following up
• having each staff member, student or volunteer police and health-checked by Belfast
Health and Social Care Trust
• notifying Social Services of any changes of staff.
Staff and volunteers adhere to guidelines and ensure:
• children and vulnerable adults are encouraged to be as independent as possible when
going to the toilet.
• nothing of a personal nature that children or vulnerable adults can do for themselves is
done by staff.
• staff never spend excessive time alone with a child or vulnerable adult.
• if a child / vulnerable adult has an accident at the toilet and requests help to change
clothing, assistance will be given. Where a child needs to be washed and changed, the
parent will be informed when collecting the child (see Intimate Care Policy).
• if a child spills milk or gets wet when playing with water, dry clothing will be provided and
the child encouraged to change him/herself.
• staff do not make unnecessary physical contact with children or vulnerable adults.
However there may be occasions when physical contact is unavoidable, such as
providing comfort and reassurance for a distressed child.
• children can only be collected by those named on the permission records. Staff will
request photographic identification where they don’t know the person authorised to
collect. Two staff will always be present to supervise the collection of playgroup children.
• those collecting children from the Day Care and Play Care must sign the ‘Signing Out
Sheet’.

The staff have a duty to ensure that a detailed record is kept, if any signs, symptoms or
concerns of a suspicious or disturbing nature are observed. This is done by the member of
staff/trainee/volunteer who became aware of these, writing a detailed and factual
observation of what she/he has seen or heard.
Where an immediate concern exists about the safety or welfare of a child or young person
the Designated Officer should contact the PSNI without delay so that an emergency
protective response can be made. A referral may also be made directly to the PSNI where a
crime is alleged or suspected.
If the Designated officer has a concern about the safety or welfare of a child or young
person in circumstances other than an emergency, they should contact the HSCT Gateway
service in the relevant HSCT to inform the Gateway Team. Parents / carers will also be
informed when information is passed to social services. However, should it be the parent /
carer who is suspected of abuse, or should we feel that sharing this information with the
parent /carer would be to the detriment of the child / vulnerable adult, or anyone involved in
the source of information, we will reserve the right to not disclose this information.

