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Welcome 
We would like to extend a very warm welcome to you and your child and look forward to working in partnership 
with you.  

About us 
 
Welcome to Daddy Daycare Edinburgh. Daddy Daycare is owned by Alan and Lindsay Balfour. We have two 
daughters who inspired us to start the service. All our services are registered with Care Inspectorate.  
 
We believe in providing a warm, safe and secure environment for the children in our care as well as providing 
activities which are fun, varied, educational and appropriate for the age of the children. We also believe in fresh air 
and exercise so wherever possible the children will make use of the outside space and local parks.   
 
As you know the early years of our children’s’ lives are ones of rapid growth and development. Your child will join us 
having already gained lots of learning experiences from sharing family life with you. Our aim is to develop this 
learning experience by working alongside you, so that your child will be a confident, eager and enthusiastic learner. 

Aims and Objectives 
 
Daddy Daycare aims to offer a sustainable childcare setting which will grow to meet the childcare needs of the local 
community in the long term. Our aim is to give your child the same sort of care that we would want for our own 
children; to provide high quality childcare in a safe and stimulating environment and to ensure each child feels happy 
and secure, something we feel is essential in enabling children to learn and develop to their full potential. We treat 
all children as individuals and ensure that each child has equal opportunities. We respect each child’s individual 
background and diversity, treating them with equality and respect, and encourage the other children in our care to 
do the same.  
 
Our aims and objectives for the operation of the business are: 

• To work in partnership with parents. 

• To provide a high-quality play/care environment in line with national standards and industry best practice.  

• To promote both child and parent participation in the ongoing planning, development and evaluation of 
services.  

• To promote community cohesion by bringing together children from multiple schools. 

• To ensure that resources are matched to the needs and wants of the children. 

• To promote equal opportunities and social inclusion.  

• To encourage and provide opportunities for staff development through support, supervision, performance 
reviews and training. 
 

We will care for your child whilst considering the Scottish Government’s “Getting it right for every child” approach 
and the underlying SHANARRI principles. 
 
We aim to provide a service where the child looks forward to coming here and the parents feel entirely confident 
that their child will be well looked after.   
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Accident/Incident Policy 
 
The safety of your child is paramount and we will take every measure we can to protect your child from hurting 
themselves. We are committed to ensuring that children and young people attending the club do so in a safe 
environment and that it is in line with all relevant legislation, and ensure that:  

 

• The club has a Health and Safety Policy that involves the use of regular risk assessment and regular 
maintenance of premises and equipment.  

• The club’s management and appropriate staff are knowledgeable about all relevant health and safety 
legislation and their responsibilities in law.  

• There will be at least one staff member on duty who holds a recognised, current First Aid Certificate – we 
aim for all staff to complete first aid certificates within 3 months of joining us.  

• All accidents and incidents are recorded using an electronic form/log, and you will be given a copy of this 
form should an accident or incident occur involving your child. Staff will also outline the accident/incident to 
you verbally. 

• All accidents/incidents to staff and others that require to be reported to another authority (for example 
Health and Safety Executive or Environmental Health) are duly reported.  

• All accidents/incidents involving the club’s premises, materials or equipment must be reported to the 
Manager. 

• All equipment used designed to either prevent an accident/incident or designed to tackle an 
accident/incident will be regularly maintained.  
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Anti Bullying Policy 
 

Bullying is the use of aggression with the intention of hurting another person or causing pain and distress to the 

victim.  

 Forms of Bullying   
• Emotional: being unfriendly, excluding, tormenting, ridicule, humiliation  
• Physical: pushing, kicking, hitting, punching, pinching, violence, threats  
• Verbal: name calling, sarcasm, spreading rumours, teasing  
• Racist: racial taunts, graffiti, gestures  
• Sexual: unwanted physical contact, sexually abusive comments  
• Homophobic: because of, or focusing on the issue of sexuality  
• Mobile/Internet: abusive emails, phone calls, text messages  

 Recognition of Bullying  
 The following list highlights some of the signs of bullying. It is important to note that although a child could be 
displaying some of these signs or behaviours; it does not necessarily mean that the child is being bullied. These signs 
could indicate that the child has other events or situations occurring in their life, but bullying should be considered a 
possibility.  
 

Indicators of Bullying  

• Unwillingness to attend school/nursery and the club.  
•  Withdrawn, isolated behaviour. 
•  Complaining about missing possessions and lost money.  
•  Refuses to talk about the problem.  
•  Easily distressed.  
•  Lacking confidence, low self-esteem, anxious.  
•  Becomes aggressive, disruptive and unreasonable.  
•  Begins to bully other children.  
•  Changes in eating and sleeping patterns.  
•  Starts stammering.  
•  Has unexplained cuts and bruises. 

 Dealing with Bullying  

 How we help your child  

• We take any suspected bullying case seriously to ensure the child is safe.  
• We encourage all children to speak and share their concerns.  
• We reassure the child that we can be trusted and will help, although we do not promise to tell no one else. 
• We keep records of what is said i.e. what happened, by whom and when.  
• The staff report any concerns to the Manager where bullying has allegedly occurred.  

 Action towards the child engaging in behaviour which could be considered as bullying   

• We try to help them to understand the consequences of their behaviour and seek an apology from them.  
• We inform their parents/guardians and impose sanctions as necessary.  
• We encourage and support the child to change their behaviour. 

Daddy Daycare aims to ensure that all children in our care have fun in a safe and caring environment. It is the 
responsibility of the ASC Staff to do everything possible to protect the children from all forms of bullying. If bullying 
does occur all children should be able to tell any staff member and know that incidents will be dealt with promptly 
and effectively.  
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Bullying will not be tolerated by the club.  

 Daddy Daycare staff bullying procedure 

• The staff member should listen to the child who is being bullied and reassure them that they are safe and 

have done the right thing by telling someone.  

• If the bullying is not reported but a staff member observes that it is taking place, they should take the child 

aside and encourage them to open up about what’s been happening to them.  

• All reports of bullying should be treated seriously, the staff member should try to get as much detail as 

possible from the child about the other children who are suspected of bullying, when it occurs and how 

often it occurs.  

• Even if bullying is not happening in the club, the staff member still has a responsibility to try and help the 

child.  Where appropriate this may involve attending a Child Planning Meeting with other parties such as the 

school to ensure consistent support is in place.  

• The staff member should explain to the child that to help them the Manager has to be informed.  

• The Manager should sit in with the staff member and the child and allow the child to recount the story 

freely. The staff should use open but not leading questions to try to get as much detail from the child as 

possible. The Manager should keep a record of what the child has said.  

• If the bullying is occurring outwith the club, for instance in school, then the Manager should inform the 

child’s parents and suggest that they inform the relevant authorities.  

 Investigating reports of bullying in the club   

• The Manager should investigate all reports of bullying within the club.  

• The Manager should try to establish the facts surrounding the allegation. Both the victim and the child being 

accused should be treated equally and fairly and dealt with separately.  

Resolving the Bullying  

• If the allegation is found to be true, then the Manager should try to establish why the child has been 

engaging in bullying behaviour and explain the hurt that it causes their victim.  

• The Manager should remind the child of the club’s behaviour policy and explain that bullying will not be 

tolerated. The consequences if their behaviour continues should also be explained, for example taking a time 

out to reflect.  

• The Lead Practitioner should ask the child accused of this behaviour to make a genuine apology to their 

victim where they are old enough to understand and reflect if possible, the Manager should try to reconcile 

both parties.  

• When the parents of those involved come to collect the children the Manager should ask to speak to them 

privately and explain what’s been happening and what has been done to try and resolve the situation.  

• The parents should be reminded of the club’s behaviour policy and asked that they help the club to enforce 

this. 

• The Manager and other staff should monitor the situation to ensure that repeated bullying does not take 

place.  

• Excluding the child engaging in behaviour which could be considered as bullying from the club should only be 

used as a last resort.  

 

 

  



Daddy Daycare Edinburgh Welcome Pack – April 2024                                                                                                       7 
 

Child Protection (Safeguarding) Policy 
 
We have a duty to care for the children in our care and to be aware of and keep records for child protection. We 

have a duty of care to look out for signs of physical, emotional or sexual abuse, neglect or non-organic failure to 

thrive. It also means that we have a duty to keep records of conversations/incidents that might be relevant to child 

protection.  We have a duty to report any suspicions of potential abuse to Social Services at the local office:  

  
Chesser House,   
500 Gorgie Road,   
Edinburgh,    
EH11 3YJ  
Tel: 0131 200 2324  
Email: socialcaredirect@edinburgh.gov.uk  
  
Our first duty is to your child, so we do not have to alert you before contacting social services.   
  
For our part we will ensure that the children are kept safe in our care. Daddy Daycare is committed to creating a safe 

environment for children and young people, and adults. We recognise our moral and legal obligations to protect 

children and will ensure that members will take all reasonable steps to promote safe practice and to protect children 

from harm, abuse, and exploitation. Our Policy is based on the following principles:   

   

•  The welfare of children is always the paramount consideration.   

•  All children have the right to be protected from abuse regardless of their age, culture, disability, gender, 
language, racial origin, socio-economic status, religious belief and/ or sexual identity.   

• Protecting children and young people is everybody’s responsibility.   

• All children have a right to express their views on matters affecting them and these views should be 
considered when making decisions in relation to children.   

   

 We will:   

• treat everyone with respect   

• respect and promote the rights, wishes and feelings of children   

• provide time for children to talk to us and listen to what they say   

• encourage children to respect and care for others   

• keep a register of every child involved with the group, including relevant medical details, and have a contact 
name and number on record in case of emergencies   

• respect confidentiality and only share information/concerns with the people who need to know in order to 
protect the child, having regard to the provisions of the Data Protection Legislation   

• recruit, train and supervise those who work (paid and unpaid) using the Procedure for Safe Recruitment   

• take action to stop any inappropriate verbal or physical behaviour including bullying   

• encourage parents to become involved in the organisation and, when requested, provide them with copies 
of all guidelines and procedures   

• respect children’s rights to privacy and dignity and prevent any inappropriate conduct by taking a variety of 
safeguarding measures such as each toilet facility being within its own separate room with a lockable door  

• provide staff, volunteers and committee members with a code of conduct   
 

If you wish to discuss any aspects of child protection or if you have any concerns regarding children, 
please contact the Care Inspectorate:  

  

mailto:socialcaredirect@edinburgh.gov.uk
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The Care Inspectorate  
Compass House  
11 Riverside Drive  
Dundee  
DD1 4NY  

Phone: 0345 600 9527  
 

Categories of abuse 
The signs and indicators listed below may not necessarily indicate that a child has been abused, but will help us to 

recognise that something may be wrong, especially if a child shows a number of these symptoms or any of them to a 

marked degree. 

Physical abuse  

Action needs to be taken if staff have reason to believe that there has been a physical injury to a child, including 

deliberate poisoning; where there is definite knowledge, or reasonable suspicion that the injury was inflicted or 

knowingly not prevented. These symptoms may include bruising or injuries in an area that is not usual for a child, 

e.g. fleshy parts of the arms and legs, back, wrists, ankles and face.  

Children may be abused physically through shaking or throwing. Other injuries may include burns or scalds. These 

are not usual childhood injuries and should always be logged and discussed with the Manager.    

Fabricated illness 

This is also a type of physical abuse. This is where a child is presented with an illness that is fabricated by the adult 

carer. The carer may seek out unnecessary medical treatment or investigation. The signs may include a carer 

exaggerating a real illness or symptoms, complete fabrication of symptoms or inducing physical illness e.g. through 

poisoning, starvation, inappropriate diet. This may also be presented through false allegations of abuse or 

encouraging the child to appear disabled or ill to obtain unnecessary treatment or specialist support.   

Sexual abuse 

Action needs be taken under this heading if the staff member has witnessed occasions where a child indicated sexual 

activity through words, play, drawing, had an excessive pre-occupation with sexual matters, or had an inappropriate 

knowledge of adult sexual behaviour or language. This may include acting out sexual activity on dolls/toys or in the 

role play area with their peers, drawing pictures that are inappropriate for a child, talking about sexual activities or 

using sexual language or words. The child may become worried when their clothes are removed, e.g. changing. 

The symptoms may also include a distinct change in a child’s behaviour. They may be withdrawn or overly 

extroverted and outgoing. They may withdraw away from a particular adult and become distressed if they reach out 

for them, but they may also be particularly clingy to a potential abuser so all symptoms and signs should be looked 

at together and assessed as a whole.  

If a child starts to talk openly to an adult about abuse they may be experiencing; the procedure stated later in this 

document under ‘recording abuse suspicions’ will be followed.  

Emotional abuse 

Action should be taken under this heading if the staff member has reason to believe that there is a severe, adverse 

effect on the behaviour and emotional development of a child, caused by persistent or severe ill treatment or 

rejection. 
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This may include extremes of discipline where a child is shouted at or put down on a consistent basis, lack of 

emotional attachment by a parent, or it may include parents or carers placing inappropriate age or developmental 

expectations upon them. Emotional abuse may also be imposed through the child witnessing domestic abuse and 

alcohol and drug misuse by adults caring for them.   

The child is likely to show extremes of emotion with this type of abuse.  This may include shying away from an adult 

who is abusing them, becoming withdrawn, aggressive or clingy in order to receive their love and attention. This type 

of abuse is harder to identify, as the child is not likely to show any physical signs.  

Neglect 

Action should be taken under this heading if the staff member has reason to believe that there has been persistent 

or severe neglect of a child (for example, by exposure to any kind of danger, including cold and starvation), which 

results in serious impairment of the child's health or development, including failure to thrive. 

Signs may include a child persistently arriving unwashed or unkempt, wearing clothes that are too small (especially 

shoes that may restrict the child’s growth or hurt them) or a child having an illness that is not being addressed by the 

parent. A child may also be persistently hungry if a parent is withholding food or not providing enough for a child’s 

needs. Neglect may also be shown through emotional signs, e.g. a child may not be receiving the attention they need 

at home and may crave love and support at nursery. They may be clingy and emotional. In addition, neglect may 

occur through pregnancy as a result of maternal substance abuse.  

Non-Organic Failure to Thrive 

Indicators of child abuse 

• Failure to thrive and meet developmental milestones 

• Fearful or withdrawn tendencies 

• Aggressive behaviour  

• Unexplained injuries to a child or conflicting reports from parents 

• Repeated injuries  

• Unaddressed illnesses or injuries  

Procedure 
• The staff member should reassure the child and listen without interrupting if the child wishes to talk 

• The observed instances will be detailed in a confidential report  

• All signs of marks/injuries to a child, when they come into club or that occur during time at the club, will be 

recorded as soon as noticed by a staff member (also see accident and incident policy) 

• The concern should be discussed with the Child Protection Officer/Manager  

• Where appropriate the concern will be discussed with the parent 

• Such discussions will be recorded and the parent will have access to such records 

• If there appear to be any queries regarding the circumstances, it will be immediately reported to the 

manager or person designated with the lead in child protection who will immediately refer the matter to 

Child Protection Team in the local authority 

Recording suspicions of abuse and disclosures 
Staff should make an objective record (supported by the Manager) of any observation or disclosure and include:  

• Child's name 

• Child's address 

• Age of the child and date of birth 
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• Any specific identifier known (e.g. a case or reference number) 

• Date and time of the observation or the disclosure 

• Any adults who have care of the child 

• Exact words spoken by the child 

• Exact position and type of injuries or marks seen 

• Exact observation of an incident including any other witnesses 

• Name of the person to whom the concern was reported, with date and time and the names of any other 

person present at the time 

• Any discussion held with parent  

These records should be signed by the person reporting this and the manager or deputy manager, dated (the same 

day) and kept in a separate confidential file. 

 

Parents must be informed when any written record is kept on them or their child (even when this includes general 

observation which would be used as evidence for a later concern or child protection case). The only time it will be 

acceptable to not tell a parent of a concern or noted observation is if informing the parent could cause more harm to 

the identified child.  

If a child starts to talk to an adult about potential abuse it is important not to promise the child complete 

confidentiality. This promise cannot be kept. It is vital that the child is allowed to talk openly and disclosure is not 

forced or words put into the child’s mouth. Thank the child for telling you. 

 
REMEMBER: 

• Only ask enough questions to gain basic information 

• Take the disclosure seriously and offer support 

• Avoid leading questions 

• Use open-ended questions (What, Who, When, Where) 

 
As soon as possible after the disclosure it is vital details are logged down accurately (The same day). Managers will 

contact Social Care Direct to seek advice and/or make a Child Protection referral. 

It may be thought necessary that through discussion with all concerned the matter needs to be raised with the Child 

Protection Team and CI. The company expects all members of staff to co-operate with the Child Protection Team and 

CI in any way necessary to ensure the safety of the children. Staff must not make comment either publicly or in 

private about a parent’s or staff’s supposed or actual behaviour.   

Informing parents 

Parents are normally the first point of contact. However, Care Inspectorate will always be contacted if there is a 

disclosure of abuse in the nursery. If a suspicion of abuse is recorded, parents are informed at the same time as the 

report is made, except where the guidance of the Child Protection Team does not allow this. In these cases the 

investigating officers will inform parents 

 

Confidentiality 

All suspicions and investigations are kept confidential and shared only with those who need to know.  Any 

information is shared under the guidance of the Child Protection Team  
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Employees and volunteers of the company 

• If an allegation is made against a member of staff or volunteer, the CI and the Child Protection Team will be 

informed and this will be investigated. This may result in the disciplinary procedure being followed. 

Dependant on the nature of the allegation the member of staff may be suspended whilst investigations take 

place.  

• All investigations/interviews will be documented and kept in a locked file 

• Support will be provided to all those involved in an allegation throughout the external investigation in line 

with professional support and advice 

• Unfounded allegations will result in all rights being re-instated 

• Founded allegations will be passed on to the relevant organisation (police) and will result in the termination 

of employment. CI and SSSc will be notified immediately of this decision   

 

Other Areas/Concern to Note: 

Female Genital Mutilation (FGM) 

Female Genital Mutilation is an illegal act and must be reported immediately to the Child Protection Officer and then 

the authorities. Female genital mutilation is the ritual removal of some or all of the external female genitalia and is a 

practice that is found in Africa, Asia, and the Middle East and within communities from countries in which FGM is 

common. It is a rising concern in Scotland and even if the procedure is performed outside the UK, it still needs to be 

reported. 

 

E-safety 

E-safety pertains to the internet access the children within the settings have as well as their own personal safety. 

Within the clubs, we will use child friendly search engines, such as YouTube Kids and Kiddle, and only allow access to 

screened applications for educational purposes. Computer and iPad time for children will also be supervised and 

monitored and there will be time limits on when these activities are on offer and for how long each child can use 

them. Staff will discuss with children the importance of being safe online (e.g. not talking to strangers, informing 

adults if an image or language is used that wouldn’t be accepted from them, etc.) 
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Complaints Policy 
  
We aim to create a good working relationship with parents, which will enable minor complaints and irritations to be 
handled immediately and informally. However, users of Daddy Daycare should be able to complain effectively and 
without fear of victimisation. To achieve this Daddy Daycare will:  
  

• Promote an environment of mutual respect, trust, and open communication.  

• Treat everyone equally and fairly.  

• Provide opportunities for everyone to be consulted and to value the opinions expressed.  

• Produce a Complaints Procedure to support the club’s Aims and Objectives.  

• Train staff in the handling of complaints.  

• Promote the Complaints Procedure with users.  

• Record formal complaints. 

• Provide a private area for users to discuss matters with staff.  

• Provide the Care Inspectorate with information on the club’s response to complaints as and when requested 
to do so.   

  
To ensure that any customer complaints are handled quickly, efficiently, and courteously and solutions are 
implemented which satisfy both the customer and the club the following procedures will be adopted:  
  

• All staff should be fully trained in the procedures for handling customer complaints successfully.  

• The person who takes the initial customer complaint is responsible for documenting the complaint and 
providing a solution where possible.  

• The Manager is responsible for ensuring that complaints are resolved effectively.  

• The Manager is responsible for monitoring the customer complaints process and level of customer 
complaints.  

• A customer complaint should be handled positively and regarded as a challenge and an opportunity to 
improve the quality of service.  

• If a comment, suggestion, or complaint is received from a customer, either orally or in writing, and a swift 
and appropriate resolution cannot be achieved, a Customer Complaint Form must be completed - this can be 
done by any member of staff.  

• The Customer Complaint Form should include full details of the complaint (if appropriate to do so and taking 
into account the need for anonymity) and be passed at the earliest opportunity to the Manager who must 
enter the complaint in the Customer Complaint Log giving it a unique number.  

• The Manager should then send a Complaint Acknowledgment Letter/email to the customer within 24 hours 
reassuring the customer that the complaint has been received and is being dealt with. If the Manager needs 
more information they should contact the customer. Records of any correspondence should be attached to 
the Customer Complaint Form. 

• Customer complaints should be resolved within five working days. If this is not possible, then the customer 
should be updated with the progress on a regular basis.  

• Once appropriate corrective action has been agreed, and responsibilities assigned and documented on the 
Customer Complaint Form, the Manager should co-ordinate and monitor the implementing of the action.  

• A copy of the form is held in the Customer Complaints file and the original is passed to the member of staff 
who is responsible for resolving the complaint.  

• Any customer complaints which have not been completed by the “action by” date should be investigated by 
the Manager extending the “action by” date if necessary and advise the customer accordingly in writing.  

• Once the solution has been implemented successfully, the member of staff responsible should sign the 
Customer Complaint Form and pass it back to the Manager confirming that the action has been 
implemented.  

• The Manager should notify the customer, in writing, that the problem has been resolved and what action 
was taken.  
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Customers can contact the Care Inspectorate directly at any time, here are their contact details:  
 
 
The Care Inspectorate 
Compass House 
11 Riverside Drive 
Dundee 
DD1 4NY 

Phone: 0345 600 9527 
Email Address: enquiries@careinspectorate.com 
 
Or Online using the Care Inspectorate form at this link: 
http://www.careinspectorate.com/index.php/contact-us 
 
 
 

 

  

mailto:enquiries@careinspectorate.com
http://www.careinspectorate.com/index.php/contact-us
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Disability and Additional Support Needs Inclusion policy  
Daddy Daycare Edinburgh believes that all children have a right to play and be cared for and strives to be able to 

welcome all children who want to use its club, whatever their disabilities or additional needs. We will make 

reasonable adjustments to try and ensure that children with additional support needs are able to join the club and 

participate fully.   

  

To achieve an environment that includes all children equally in play:  

• All children in the club, irrespective of their special needs, are encouraged wherever possible and appropriate to 
participate in all of the club’s activities.   

• Each child with additional support needs will have a detailed plan which outlines how we will support them.   
•  Staff work closely with the parents to ensure that  

• The club draws upon the knowledge and expertise of the parents in planning provision for the child.  

• The child’s participation and achievements are shared and discussed with parents on a regular basis.  
• Parents are aware of the arrangements for the admission and integration of children with additional support 

needs.  
• If it is felt that a child’s needs cannot be met in the club without additional staff and/or equipment, every effort 

will be made to seek funding to ensure that appropriate care can be given to the child and that they can continue 
to attend. At present funding for 1:1/enhanced care is provided by Edinburgh Council and we will liaise with them 
to try and secure funding where we believe a child cannot be provided with appropriate care within our standard 
operating ratios. 

• Where necessary we work in liaison with relevant professionals outside the group to meet children’s particular 
needs, and staff will attend in-service training whenever possible and appropriate.   This may include participation 
in Child Planning Meetings.  

 

Dropping off and Collection Policy 

Collection: 
We will only release your child from our care to adults who have permission to collect him/her. We will therefore 
need you to provide us with a list of people authorised to collect when you register. It would be helpful, if they are 
not known to us, to include a description or a photograph for us to keep on file. 
 
In the event of an emergency, we can operate a password system where you can send someone not authorised to 
collect your child but who is able to give the password. Please discuss with us if you would like to use this system. 
 
As part of the ethos of the club incorporates the use of the local park and botanical gardens, we may not always 
return to the club immediately after collecting your child. We will always ensure that we have returned and your 
child is available for collection by 5pm. Should you wish to collect before this time, please call or message the club 
mobile number which we will supply and staff will be able to advise on a suitable meeting place. If you are going to 
be late to collect for whatever reason please contact us and let us know when you expect to arrive.   
 
If we have not heard from you and you are late we will try and make contact with you. We will also attempt to 
contact the emergency numbers provided. If we are unable to make contact with anyone we are legally required to 
inform Social Services and follow their advice. (In the case of a terrorist attack or National Emergency then this 
procedure will not be put into practice-see separate policy) 
 
We reserve the right to make an additional charge for late collection. 
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Emergency Procedure 
 
In the event of a fire or any other emergency, our main priority would be the safety of the children and staff. 
 
Within the care setting we have the following items to aid in case of emergency: 
 
· Fire Alarm (these are tested weekly) 
· Fire Blanket 
· Fire Extinguishers 
· First aid kit  
· Clear access routes to the fire exits  

   

Evacuation Procedure 

 
On noticing an emergency, we will take the following courses of action: 
·  Assemble all children and evacuate in an orderly fashion using the nearest safe exit.  
· Collect child register and emergency contact list  
· Close doors on exit to contain or prevent the fire from spreading 
· Phone fire brigade 
· Phone children’s emergency contacts 
· At all times keeping the children calm and under constant supervision 
· At no point should anyone re-enter the property  

Other Emergencies 
If the children have an emergency that results in injury: 
· Administer first aid 
· Phone for ambulance (if appropriate) 
· Phone parents/emergency contact 

 

Equality and diversity policy 
Daddy Daycare Edinburgh wishes to reflect and meet the needs of the communities local to its club and is 

committed to equal opportunities for all children and families who wish to use its facilities.  In order to achieve 

this, each club   

• welcomes children from all backgrounds, regardless of their ethnicity, skin colour, culture or religion; 
• welcomes children with special needs, provided that facilities can be arranged practically to provide a safe, 

stimulating environment for that child (see “Disability and Special Needs Inclusion policy;  
• seeks to avoid any form of discrimination in all activities, whether of gender, ethnicity or disadvantage by an 

member of staff, child or parent; 
• does not tolerate any discriminatory language, behaviour or remarks by children, parents or staff;  
• accommodates religious and cultural preferences in food and activities ; 
• seeks to value each child as an individual, respecting their religion, racial origin, cultural and linguistic 

background;  
• respects and will try to be aware of the major events and religious festivals in the children’s lives and welcomes 

the diversity of backgrounds from which they come; 
• ensures that both boys and girls have full access to all kinds of activities and equipment are equally encouraged 

to enjoy them. 
 

All staff are made aware of the club’s Equality and Diversity Policy and are required to commit to its principles and 

contents.  
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Exclusion Policy (Medical) 
 
Exclusion from the childcare environment may be necessary to reduce the spreading of infectious diseases such as: 
 
Swine Flu- Until 2 weeks free of infection 
Chicken Pox – Child must remain absent until all the spots are crusted over. 
Scabies – Until 24 hours after the treatment began 
Headlice – After treatment and all lice have been removed 
Sickness/Diarrhoea – Until 48 hours free from either 
Conjunctivitis – Until antibiotics have been administered for at least 24 hours 
COVID19 – If a child displays any of the symptoms they must isolate at home and arrange a test. IF the test is positive 
the child must remain at home for two weeks. 
 
Each child’s illness will be looked at on an individual basis and compared with our detailed infection control policy. 
The final decision to exclude the child from the childcare environment will be decided by the manager. 

Food and Nutrition Policy 
At Daddy Daycare Edinburgh we aim to provide the children in our care with nutritious and healthy food. We do 

not provide meals at the club (except at breakfast clubs), but all children will be offered snacks when in our care. 

These snacks are chosen in line with the Scottish Government’s “Setting the Table” guidance and Edinburgh 

Council guidance on food provision in schools.   

The sharing of refreshments plays an important part in the social life of Daddy Daycare Edinburgh club. Eating 

together is a social activity and children will be encouraged to sit together at a table, with staff.  

 

Each child who attends is given the opportunity to vote on their preferred snack options for the following week. 

They will be asked to choose: 

• 2 types of fruit or veg; 

• 1 starchy carb. 

Staff will then use the voting results to prepare a menu for the week. The items voted for will  have appropriate 

accompaniments such as spread, humus, healthy dips, etc. A copy of the menu will be displayed for 

parents/carers.  

 

We use the Setting the table guidance on portion sizes to define how much food we provide for the group, 

providing the recommended portion size of each item – this means that a larger amount will be provided overall 

but this is appropriate given the age ranges. Food will be provided in sharing bowls/plates with children allowed 

to serve themselves – this encourages portion control and independence and makes snack time fun and 

relaxing.  

 

We only provide water to drink, and this will be available both at snack time and throughout the day.  

 

Allergies will be catered for – our aim is for our menus to be relatively low in typical allergens (e.g. we use dairy 

free spreads) but where a child has an allergy to an item on offer, they will be offered a substitute in line with 

their Health Care Plan. The same applies to children with specific dietary requirements.  

 

Children will not be offered sugary snacks or processed, pre-packaged foods.  
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On occasion we will undertake food-based activities with the children such as baking or culturally themed food 

days and we will make reasonable efforts to select or modify recipes to ensure that they are in line with 

guidance as far as possible.  

 

Children will be asked to wash their hands before eating, and all staff will hold a food hygiene certificate and will 
prepare and store food in accordance with best practice.  

Health and Safety Policy  
Daddy Daycare views the health and safety of its users as of paramount importance.  To this end we will strive to 

ensure that:  

• The club provides a safe environment, suitable for the club’s purpose, and in line with all relevant legislation.  

• The areas used within the premises are hygienic, in a good state of decoration and repair and are smoke 
free.  

• The staff to child ratios, and the space standards, set out in the National Care Standards are met and have 
been taken account of.  

• Furniture, equipment, and toys are clean and well maintained.  

• Staff implement appropriate measures to control the spread of infection (see Hygiene policy.)  

• Regular risk assessment of the club’s premises, equipment and activities are carried out, and these can be 
viewed on request.  

• The club’s management are aware of their responsibilities under relevant Health and Safety legislation.  

• All required Reporting Procedures are in place.  

• The club has a “Child Protection Policy” and an “Accidents and Incidents Policy.”  

• The club has clear guidelines on the storage and administration of medication.  

• All food is properly prepared by trained staff and promotes a well-balanced and healthy diet.  

• Children and young people will learn about healthy lifestyles and relationships, hygiene, diet and personal 
safety.  

• Children and young people will enjoy safety but will not be overprotected – we recognise the benefits of 
risky play.  

• Children and young people will have regular access to fresh air and energetic physical play.  

• Staff are trained in emergency procedures.  

• The company and sites will adhere to Control Of Substances Hazardous to Health (COSHH) guidelines to 
ensure all children, staff, parents and visitors are safe around any chemicals we may use on the premises 

 
In order to achieve high standards and continually improve health and safety performance, we are committed to 

implementing the necessary health and safety procedures. We recognise: 

• That a responsible approach to health and safety, based on systematic risk assessment procedures, can 
minimise injury and ill health to staff and children.  

• The connection between quality and health and safety.  

• That, in order to continually improve our standards, we must constantly monitor and review our policies, 
procedures and performance  

 
We are committed to:  

• Developing the appropriate club structure and culture to support the concept of risk management.  

• Adequately resourcing and planning the implementation of this policy.  

• Developing, in all our staff, an understanding of health and safety through training and implementation of 
our childcare legal requirements.  

• Constantly monitoring and reviewing our policies and procedures to ensure that we experience continual 
improvement in our standards of performance.  
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Supervision   
Children will always be supervised and staff will pay attention to what is happening around them. Staff will take care 

not to turn their backs on children or to become too involved in specific activities, which would detract from good 

supervision. Children are not permitted to leave the main activity area without an adult, particularly when playing 

outdoors.  All staff will receive training in Safeguarding Children during their induction training and on a periodic 

basis thereafter.  

 

Hygiene Policy 
 

Prevention of the spread of infection 

A cleaning rota is maintained to ensure all areas are kept to a suitably hygienic standard.  

 

General Cleaning 

All toys cleaned weekly. 
Toys are cleaned with disposable antibac wipes or Milton Spray/solution as appropriate. 
Surfaces cleaned using antibacterial spray or wipes.  
Kitchen and bathroom floors cleaned fully, with antibacterial wipes used for spills. 
Colour coded chopping boards used to prevent cross contamination. 
Hands are washed before preparing food using the separate handwashing sink and surfaces are cleaned before and 
after food preparation.  

 

Personal Hygiene - staff 

Washing Hands: 
• Before and after handling food or drinks or eating. 

• After wiping children’s noses 

• After going to the toilet, coughing, blowing their own nose or similar. 

• After smoking or vaping. 

• Before and after providing first aid. 

• After touching animals. 

 

Children’s Hygiene 

Children are encouraged to learn basic hygiene routines including washing hands; 

• Before and after eating or handling food or drink.  

• After using the toilet. 

• After blowing their nose, coughing or sneezing.  

• After touching animals.  

• After contact with contaminated surfaces (e.g. food-contaminated surfaces, rubbish bins.) 

• After playing outside. 

Illness  

• Children cannot attend the Club if they may be infectious in any way and should make the Club aware of the 
infection.  

• Children should be kept at home for at least 48 hours after vomiting or diarrhoea has ceased.  

• The Club will notify parents of any signs of illness.  

• All cuts or sores on children or adults will be covered with a dressing or plaster.  

• Parents are welcome to discuss any health issues with staff.  
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Medication  

• Where possible, the child’s parent or guardian will administer medication.  

• Written instructions on dosage, administration and permission are needed from the parent or guardian prior 
to the staff administering any medication.  

• All medication will be clearly labelled with name, dosage and instructions on administration.  

• All medication will be kept in locked storage.  

• The club will maintain medication forms, recording details of all medication given.  

• If specialist knowledge is necessary, the responsible staff member will receive training from a qualified 
health professional.  

  

First Aid  

• First aid equipment will be available on the premises and will be kept clean at all times the kit will be 
checked and replenished regularly.  

• Sterilised items will remain sealed until needed.  

• At least one qualified first-aider will be on the premises at all times.  

• First aid kit will be taken on all pickups and trips. 

Insurance 
 
As part of the club’s registration we have to have Public Liability Insurance which we have purchased from Morton 
Michael Insurance. The Certificate for this is on display.  

Major Incidents  

Procedures in the event of a major incident, terrorist attack or national emergency 

 
We feel it is necessary to have a procedure in place on what to do in the event of a major incident, terrorist attack or 
a national disaster. 
 
The care and security we provide to your child is paramount. We will do everything within our powers to protect, 
comfort and support your child in the event of a major incident, National Emergency or Terrorist Attack. 
If we are involved or caught up in the incident we will comply fully with the instructions from the emergency services 
and constantly reassure the children in our care. 
 
If you are caught up in an incident we will continue to look after your child until you are able to return or a person 
nominated is able to collect them. This may include them being cared for within the Daddy Daycare childminding 
service if necessary. 
 
We understand that during major incidents the mobile phone networks are often not available and even landlines 
can be cancelled to free up communication systems for the emergency services. We will however attempt to contact 
you on a regular basis and ask that you try to do the same. We will keep up to date on the situation using any media 
source available to us, radio, television, Internet etc. We will endeavour to protect your child from information or 
images that may alarm or distress them. If you wish we can have a pre-planned excuse that we can use to explain 
your delay in arriving.  
 
We hope that we never have the need to put this procedure into practice but we are happy to discuss with you any 
aspects of this policy. 
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Missing/Lost Child Policy 
 
The care of your child is paramount, and we will always try to ensure that they remain with us and are safe. 
Although it has never happened at Daddy Daycare, we understand that a child could become ‘lost’ in busy places and 
therefore as responsible carers we have written a procedure that will be followed. 
 

At school pickup; 

• The staff on school runs carry a flow chart which outlines the exact steps to follow if a child who is expected 
to be collected is not present for pick up. This is not replicated here as it includes direct contact numbers for 
senior staff. This can involve discussion with the school and contacting the police if necessary. 
 

When at club: 

• The member of staff who identifies that a child may not be present will inform the Manager and the rest of 
the staff team that the child is missing and a thorough search of the entire premises will commence.  All staff 
will be extra vigilant to any potentially suspicious behaviour or persons in and around the Club. The staff 
team will be careful not to create an atmosphere of panic and to ensure that the other children remain safe 
and adequately supervised.    

• If after 10 minutes of thorough searching the child is still missing, the Manager will call the child’s 
parent/carer to check they have not been collected or gone home either with the parent or a friend.  If this is 
not the case, the police will be called. A full description of the child will be required. 

• While waiting for the police and the parent/carer to arrive, searches for the child will continue. During this 
period, other members of staff will maintain as normal a routine as is possible for the rest of the children at 
the Club.  

• The Manager will be responsible for meeting the police and the missing child’s parent/carer. The Manager 
will co-ordinate any actions instructed by the police, and do all they can to comfort and reassure the 
parents/carers.  

• Once the incident is resolved, the Manager and the staff team will review relevant policies and procedures 
and implement any necessary changes. 

 

During trips/outings 

• We will immediately raise the alarm to all around us that we have lost a child and enlist the help of everyone 
to look for them. 

• The staff use walkie talkies to ensure effective communication allowing all staff to immediately be notified. 

• If it is a secure area such as a museum, we will quickly alert the security staff so they can seal off exits and 
monitor the situation on any CCTV. 

• We will provide everyone involved in the search with a description of the child. 

• We will reassure the other children with us, as they may be distressed. 

• We will alert the police and provide a full description. 

• We will then alert the parents of the situation. 
 
We take precautions to avoid situations like this happening by implementing the following measures: 

• Providing children with high visibility vests which include the name of the service. 

• Instigating safe walking procedures – walking in pairs with an appropriate number of carers supervising. 

• Avoid going to places that are overcrowded. 

• Teaching the children about the dangers of wandering off and of talking to strangers. 

• Regular headcounts. 
 
Any incidents of lost children will be written up and recorded and reported to the Care Inspectorate where required. 
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Medication Policy 
 
In the event of a child becoming unwell throughout the day, we will contact the parents (or emergency contacts 
where parents are unobtainable) and ask them to come and collect the child.  
 
Where a child requires medication during their time in our care, the parents will be asked to complete a medication 
form in advance. The form will ask to detail type of medication, reasons for the medication, when last administered 
by a parent and instructions on how to administer/dosage. In general, the consent form will only apply to each 
individual occurrence of sickness. Where we are required to hold medication to issue on an “as required basis” e.g. 
in the case of allergies or ongoing conditions then the circumstances under which the medication should be issued 
will be captured on the medication form. This must match the specified dosage on the medication label or 
packaging. Medicines must always be provided in the original container as dispensed by the pharmacist and include 
the prescriber’s instruction for administration. 
 
Medication can only be administered by us if: 

• The child has previously been given it by a parent to ensure no potential allergic reaction. 

• A consent form has been completed by parents stating the frequency and dosage.  

• The consent form is still valid.  

• The medication is still within its shelf life. E.g. many liquid antibiotics only last 7-10 days. 

• Agreement has been made previously regarding what to do if the child refuses medication. 
 
Medication will be stored in a locked box with a copy of the child’s medication form; self-medication will not be 
permitted without prior discussion with parents. Medication will be audited regularly and records kept in your child’s 
folder of what is administered. Where medication has been administered, parents will be asked to initial the 
medication record to verify that they are aware of the timing and dosage given. 
 
Only First-Aid Trained Staff can administer prescribed and non-prescribed medicines to children. In circumstances 
where a child has complex medical needs, the authorised person may be a person who has been appointed as a one 
to one carer for that child. 

Mobile phones and Camera Policy  
 

Daddy Daycare Edinburgh is committed to ensuring the safety of children in its care.  We recognise the 

importance of club mobile phones for communication purposes but are aware that casual or inappropriate use 

of mobile phones in the club could pose a risk to children.  

Club phones  

The club will have its own mobile phone with a contact number which is provided to parents. This phone should 

be kept at the club and on a day-to-day basis should be in the possession of the individual who is acting as 

manager on that day.  

Additional mobile phones are provided for use on school runs or on trips when staff may need to contact the 

manager, each other, parents/carers or the emergency services and when the walkie talkies do not work e.g. due 

to long distances or buildings interfering.   

Staff personal mobile phones  

Staff are not permitted to use their personal mobile phones during working hours and personal 

mobile phones must not be present in any area where children are present and must not be carried 

by staff on the school runs or on trips.  
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Staff phones should be left secured in the club storeroom and may be checked when staff are on a 

break. Even when staff are on a break they should not use their phones in any area where children 

are present.  

Children’s phones 

Children are asked not to bring mobile phones into the club as it is at their own risk, if it is damaged in any way 

Daddy Daycare will not accept liability as we advise against bringing it.  

If parents chose to permit their children to bring phones then the club will adopt the following approach: 

• Only P6 and P7 children will be permitted to use a phone within the setting.  

• Mobile phone usage will be for short period of maximum 30 minutes per day. 

• Staff will supervise and monitor permitted mobile phone use to ensure children are accessing technology 

safely. 

• Children may be asked to restrict or stop using their phones if staff observe any conduct they consider to 

be unsafe.   

• Mobile phone or other technology use may be also included as a specific regulation strategy in a child’s 

Care Plan. 

Photographs  

It is recognised that one of the key ways to support children’s development, and engage parents in children’s 

learning, is through photographs that record their children’s activities and achievements.  

We will seek permission from parents/carers to use photographs of their children for any reason other than to 

support and log their personal development. These permissions will be sought during the registration process 

and updated periodically as part of our reviews of the data held on each child.  

Photographs will only be taken with authorised club devices.   

Parents are politely requested not to use their phones for photos/videos/video calling whilst in the club.  
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Open Access and Confidentiality Policy  
 

It is our priority to respect the privacy of staff, children and their parents/carers, while ensuring that they access 

high quality care in our Club. All Daddy Daycare Edinburgh staff will respect confidentiality by:  

  

• Not discussing confidential matters about children with other parents/carers. 

• not discussing confidential matters about parents/carers with children or other parents/carers. 

• not discussing confidential information about other staff members. 

• only passing sensitive information, in written or oral form, to relevant people. 

• giving parents access to the files and records of their own children, but not to information about any other 

child.  

  

Confidential information includes registration and admission forms, signed consents, correspondence 

concerning the child or family, reports or minutes from meetings concerning the child from other agencies, 

ongoing record of relevant contact with parents.  

 Confidential records are stored in a lockable file, cabinet or password protected laptop and are kept secure by the 

person in charge in a suitably safe place.  

 

Under no circumstances should staff provide any information about children to any branch of the media. All 

media enquiries should be passed in the first instance to the Manager.  

In circumstances where staff have good reason to believe that a child is at risk, or is likely to be at risk, of child 

abuse or neglect, the Safeguarding Children Policy will override confidentiality on a ‘need to know’ basis.   

Staff failing to show due regard for confidentiality will be liable to disciplinary action under the provisions of the 

disciplinary procedures within the Staffing Policy.  

Pandemic Policy  
In 2020/21 the UK government restricted movement within the country’s population to reduce the spread of the 
highly infectious disease known as Covid19. As part of these restrictions, they forced business’s to close at several 
points during the two year period, including after school care. Whilst it is unlikely this will happen again within our 
generation, we feel it is important to share with you the actions Daddy Daycare took just in case. 
 
When the lockdown was first announced and it was confirmed schools and after school care would be legally 
required to close, the government supported the largest operating cost by introducing the furlough scheme which 
allowed us to retain our experienced staff during closure. However, it did not cover business overheads such as rent 
and other financial commitments, small after school clubs do not normally rent premises 24/7 so in turn do not pay 
business rates which was the qualifying requirement for most financial aid. Traditionally Daddy Daycare only charged 
for services when it was open because it was our choice to close, for example at Christmas. However, this unique 
situation needed a different approach that would secure some income to guarantee our services could reopen the 
moment it was permitted.  
 
In March 2020 Daddy Daycare therefore introduced a 50% optional retainer fee which would apply at any time the 
company was not permitted to open by the government. Parents could choose to pay 50% of their normal monthly 
invoice and in turn those who did would be guaranteed a space when we reopened. As some parents continued to 
work full time through the pandemic and others were financially supported by the furlough scheme paying 80% of 
wages, over half of the Daddy Daycare families were able to pay the 50% childcare fees. This pandemic policy played 
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a vital role in keeping the business afloat during lockdown and would be used again in the unlikely event that this 
happened again in the future.  

Partnership with parents  
  
We feel it is very important to have a good working relationship with the parents as it enables us to meet their 
child’s needs effectively.  The foundation of this relationship is based on trust, respect and relies on good 
communication that must be implemented from the very beginning. 

Feedback 
We strongly encourage feedback and aim to develop a good relationship with all clients to ensure that they feel 
comfortable and confident to approach us with any suggestions or concerns. In addition, we will issue a more formal 
feedback form on at least a half yearly basis which can be completed anonymously. Children will also be encouraged 
to provide feedback on the service in an age-appropriate way.  

Open Door Policy 
We believe it can be very valuable for parents/carers to spend time with their children within the setting, both as 
part of a settling in process and as an ongoing part of making your child feel safe and secure. It also provides an 
opportunity for the children to share what they have been doing, show you their crafts etc. We are happy for 
parents to come a little early before they collect and spend some time seeing what their child has been doing and 
witness them playing.  

As all unsupervised adults within the setting require a full PVG check, please don’t be offended by staff remaining 
close by. If too many parents/carers want to visit on the same day we may have to ask you to visit on another day to 
enable adequate supervision. 

Any abusive or unpleasant behaviour towards children, other parents or the Daddy Daycare team will not be 
tolerated and any visitor displaying such behaviour will be asked to leave immediately and may no longer be 
permitted to visit.  

Absences 
If you child will be absent for any reason then please contact us before pick up time so that we know your child does 
not need to be collected. Any contracted days not attended, for example due to illness, will be charged at the normal 
day rate. If you would like to make a long-term change to your contracted days or no longer require the service then 
28 days’ notice is required. 
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Play Policy 
 

Definition  
Through play, children explore social, material and imaginary worlds and their relationship with them, elaborating all 

the while a flexible range of responses to the challenges they encounter. By playing children learn and develop as 

individuals and as members of the community.  

Purpose  
All children are entitled to play; it is intrinsic to their quality of life and an important part of how they learn and enjoy 

themselves. It is also a key component of a healthy lifestyle, enabling good physical, emotional, mental, and social 

development.  

The right to play is enshrined in Article 31 of UN Convention on the Rights of the Child 1991.  

Procedure  
Daddy Daycare endorses the Charter for Children’s Play and operates in accordance with the Playwork Principles.  

• All children and young people need to play. The impulse to play is innate. Play is a biological, psychological, 
and social necessity, and is fundamental to the healthy development and wellbeing of individuals and 
communities.  

• Play is a process that is freely chosen, personally directed and intrinsically motivated. That is, children and 
young people determine and control the content and intent of their play, by following their own instincts, 
ideas, and interests, in their own way for their own reasons.  

• The prime focus and essence of Playwork is to support and facilitate the play process and this should inform 
the development of play policy, strategy, training, and education.  

• For playworkers, the play process takes precedence and playworkers act as advocates for play when 
engaging with adult led agendas.  

• The role of the playworker is to support all children and young people in the creation of a physical and 
emotional space in which they can play.  

• The playworker's response to children and young people playing is based on a sound up to date knowledge 
of play process and reflective practice. 

• Playworkers recognise their own impact on the play space and the impact of children and young people's 
play on the playworker.  

• Playworkers choose an intervention style that enables children and young people to extend their play. All 
playworker intervention must balance risk with the developmental benefit and wellbeing of children. 

Daddy Daycare aims to: 

• Extend the choice and control that children have over their play, the freedom they enjoy and the satisfaction 
they gain from it.  

• Recognise the child’s need to test boundaries and respond positively to that need. 

• Manage the balance between the need to offer risk and the need to keep children safe from harm. 

• Maximise the range of play opportunities.  

• Foster independence and self-esteem.  

• Foster children’s respect for others and offer opportunities for social interaction.  

• Foster the child’s wellbeing, healthy growth and development, knowledge and understanding, creativity and 
capacity to learn.  

 

Facilitating play  
We support and facilitate play by : 
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• providing an environment, which is safe and suitable for playing in, aiming to create a varied and interesting 

environment that stimulates social, physical, creative, emotional, and intellectual play.  

• We allow children freedom of creative expression, particularly in artistic or creative play.  

• We make outdoor play available as much as possible.  

• Providing a range of equipment, resources and activities that are based on children’s interests and supports 

children’s needs to ensure all children enjoy themselves.  

• We involve children by asking them what they are interested in, what ideas they have and how we can 

support them. We encourage children to request additional or alternative equipment as they choose. 

• The team at Daddy Daycare recognise the importance of free play with minimal intervention whilst keeping 

children safe from harm. We do not expect children to be always occupied.  

• Daddy Daycare staff intervene in play only when necessary: to reduce risks of accident or injury, to 

encourage social skills or when invited by children to play. We will give children advance warning when an 

activity or game is due to end. 

• Daddy Daycare will consult with children and parents to gain feedback on how we can improve our service.  

This includes the children’s suggestion box, observations and discussions, newsletters, parents’ emails and 6 

monthly feedback surveys. 

• Daddy Daycare supports staff to undertake Playwork training and to keep up to date with developments in 

Playwork. 

• Daddy Daycare will regularly evaluate practice and resources available for children. 

Play areas and equipment  
• All indoor and outdoor play areas are checked, and risk assessed daily before the arrival of children in 

accordance of our Risk Assessment procedure.  

• Children are involved in selecting additional equipment and resources for use at Daddy Daycare.  

• The resources used at promote positive images of different ethnic backgrounds, religions, and abilities, in 

accordance with our Equality and Diversity Opportunities policy.  

• We have a selection of fiction and non-fiction books, suitable for all ages. 
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Positive Behaviour Policy 
 
Having this policy rolled out within the care setting ensures we encourage and praise positive behaviour.  This also 
allows continuity throughout, as all the children will be cared for in a consistent and age-appropriate manner.  

 

Role of the carer 

• Carers have a responsibility to model a high standard of behaviour 

• The carers will develop a set of “club rules” in conjunction with children who are old enough to provide 
input.  

• Carers are consistent and age appropriate in their expectations of acceptable behaviour 

• Where possible, the carers should ensure that instructions and guidance are issued using positive language.  

• Emphasis will be placed on rewarding good behaviour – a star award system will be instigated where 
children will receive a star for demonstrating positive behaviours such as being kind to their peers, 
interacting well and trying hard,  rather than negative behaviour 

• Sharing successes as well as concerns with parents 

 
Benefits of having the policy 
 
The policy will help all parties; the children, the parents, and the team.  The children will develop key aspects of 
emotional, personal, and social development: 

• Develop confidence, self-esteem and a sense of security 

• Care for themselves and their personal safety 

• Develop independence 

• Persevere in tasks that present difficulty 

• Express appropriate feelings, needs and preferences 

• Form positive relationships and adults and begin to develop personal friendships 

• Become aware of and respect the needs and feelings of others in their behaviour and learn to follow rules 

• To make and express choices, plans and decisions 

• Play cooperatively, take turns and share resources 

• Develop positive attitudes towards others whose gender, language, religion or culture, for example is 
different form their own 

• Care for the environment and other people within the community 

 

Reward system 

To encourage positive behaviour, a reward system will be used. Children will receive stars to reward good behaviour 
and achievement; what constitutes good behaviour and achievement will be individual to each child, their age and 
stage of development. Examples of when a reward may be issued include; 

• Behaving well on the walk back from school 

• Helping younger children 

• Helping to tidy up after play 

• Helping each other 

• Doing their best with activities such as homework or reading 
 
 

To achieve this each Daddy Daycare Edinburgh will adhere to the following guidelines:  

• All adults in the club will try to provide a positive model for the children with regard to friendliness, care and 
courtesy and to offer strategies for handling any conflict  

• Rules governing the conduct of the group and the behaviour of the children are discussed and agreed with 
the children at the club and explained to all newcomers, both children and adults.  
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• Staff ensure that the rules are applied consistently, so that children have the security of knowing what to 
expect and can build up useful habits of behaviour  

• Good behaviour is praised and rewarded 

• Staff actively try to avoid attention seeking through undesirable behaviour  

• Bullying behaviour in any form, which may be emotional, physical or verbal, is completely unacceptable at 
our club.  Children are encouraged to report any bullying to a member of staff.  

  

When children display behaviours which challenge then:  

• They are given one to one adult support in seeing what was wrong and how to cope more appropriately.  If 
appropriate this might include a period of time to cool down with an adult. This is not punitive but to allow 
for them to safely calm down and reflect or may be required for safety reasons.  The purpose of this time is 
for a staff member to help a child calm, regulate their emotions and reflect on the event. This period should 
never include the child being separated and left alone. This is not a punishment and the tone and words 
from staff should not be negative towards the child 

• In any case of behaviour which challenges, it is always made clear to the child that it is the behaviour that is 
unwelcome and not the child.  

• Physical restraint is only used to prevent a child physically injuring themselves, another child or adults 
and/or serious damage to property.  Any significant event of this sort is recorded and the parent informed 
on the same day.  

• In cases of significantly behaviour which challenges, such as racial or other abuse, the unacceptability of the 
behaviour and attitudes is made clear immediately, but by means of explanations rather than personal 
blame.  

• Staff are aware of and respect cultural expectations in communications.  

• Staff handle behaviour problems appropriately with respect to the child’s understanding /maturity.  

• Staff ensure they are aware of problems arising from children’s additional support needs or from childhood 
trauma.  

• Recurring problems are tackled by explanation and discussion with all children at the Club, in order to 
establish an understanding of the cause and offer a solution.  

• Parents/carers will be informed if behaviour problems are persistent and are making it difficult to provide a 
calm and safe environment for other children attending the club.  In very serious cases, children may be 
asked to take time out from the club.   

• Persistent serious behaviour which challenges may result in the space being withdrawn, especially where 
this behaviour is causing a risk to the child, other children or the staff. 

  

The club does not:  

• Send children out of the room by themselves.  

• Use or threaten physical punishment under any circumstances. 

• Single out or humiliate children.  

• Allow adults to shout or raise their voices in a threatening way.  

Risk Assessment Policy   
We understand the importance of ensuring that systems are in place for checking that our Club is a safe and 

secure place for children, staff and other visitors. Our risk assessment procedures are part of a continuous 

process to prevent any dangerous incident taking place. They are the responsibility of all staff as part of their 

daily duties.   

  

In accordance with our duties under the Management of Health and Safety at Work Regulations 1999, the Club 

is required to undertake regular risk assessments and take any necessary action arising from these according to 

provisions set out in the Health and Safety policy and elsewhere.   
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The Manager will ensure that risk assessments are completed, logged and effectively monitored. Reviews are 

conducted regularly, as well as when there is any change to equipment or resources, any change to the Club’s 

premises, or when needs of a child or other visitor necessitates this.   

The Manager is further responsible for conducting any necessary reviews or making changes to the Club’s 

policies or procedures in the light of any potential risks that they or other members of staff discover.  

 A visual inspection of both the equipment and the entire premises – both indoor and outdoor – will be carried out 

daily.   

  

During the session, staff will be vigilant and continuously aware of any potential risks to health and safety 

arising from:  

  

• The Club’s environment, both indoors and outdoors.   

• All surfaces, both indoors and outdoors.   

• All equipment used by children or staff.   

  

On discovering a hazard, staff will take all steps necessary to making themselves and any other people 

potentially affected safe. The Manager is then responsible for ensuring that any necessary action is taken.  

All hazards and activities that we document have been identified as posing a risk during the running of an after 

school club session and have been recorded on Daddy Daycare Edinburgh Risk Assessment. 

Settling In Policy   
At Daddy Daycare we aim for children to feel safe, stimulated and happy in the setting and to feel secure and 

comfortable with all staff. We also want parents to have confidence in both their children's wellbeing and their role as 

active partners, with the child being able to benefit from what the service has to offer. 

 

We aim to support parents and other carers to help their children settle quickly and easily by giving consideration to 

the individual needs and circumstances of each child and their families. The transition period will take place prior to 

the child starting at their club and will normally take place in stages prior to the initial start date.  

 

The club staff will work in partnership with parents to settle their child into the environment by: 

• Providing parents with relevant information regarding the policies and procedures of the service, both on the 

website and available as hardcopy at the service 

• Offer two open days during the year (primarily for P1 starters but can also be available for individuals new to the 

clubs in older primary years). One Open Day will be held in June and the other the day before the start of term in 

August. These are opportunities for families to visit sites, see the setting, meet the team and play within the space 

to build positive and trusting relationships as well as gather relevant information on the child and family to begin 

supporting them and their transition to the service.  

• Encouraging the parents and children to visit the club during the weeks before an admission is planned. During 

these 1-2 hour sessions (provided free of charge), children will be able to engage at the setting and information 
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can be shared between parents and staff for the child’s education and care. The number of visits will be dependent 

on individual needs, age and stage of development 

• Welcoming parents to stay with their child during the first few visits until the child feels settled and the parents 

feel comfortable about leaving their child for the first day of enrolment. Settling in visits and introductory sessions 

are key to a smooth transition and to ensure good communication and information sharing between staff and 

parents 

• Providing parents with another room tour to familiarise the parent with the facilities  

• Reassuring parents whose children seem to be taking a long time settling into the service even after enrolment  

• Encouraging parents, where appropriate, to separate themselves from their children for brief periods at first, 

gradually building up to longer absences 

• Where possible, key workers will be assigned prior to start dates for children attending during term time. The key 

person welcomes and looks after the child and his/her parents during the settling in period, and throughout 

his/her time at the service, to ensure the family has a familiar contact person to assist with the settling in process.  

• Reviewing the nominated key person if the child is bonding with another member of staff to ensure the child’s 

needs are supported 

• Respecting the circumstances of all families, including those who are unable to stay for long periods of time in the 

setting and reassure them of their child’s progress towards settling in 

 

Gathering Information 

In addition to the registration form, families will be asked to complete a questionnaire related to the SHANARRI 

wellbeing indicators. This information is essential for our team to greet and welcome the child appropriately to the 

setting and aid in them settling and building relationships within the club. 

Families will also be asked to complete medical, health and additional support paperwork as needed. Caregivers may 

be asked for further information or meetings (in person or electronic) to ensure the staff providing care have detailed 

and accurate information to appropriately care for the child and ensure their safety. 
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Sun Protection Policy 
 
The damaging effects of exposure to the sun on young skin have recently been well documented. We will do 
everything we can to ensure that the children in our care are protected. 
 
Parents have a range of views on when sun cream should be applied so we ask that all parents who wish their child 
to wear sun cream apply a long lasting cream before their child attends Daddy Daycare.  
 
Parents will be asked to ensure that on any days where it is expected to be sunny their child comes with: 

• Sun Cream (if they require their own); 

• Sun hat (preferably a hat to protect the neck as well); 

• A thin top/cardigan/t-shirt with long sleeves 
 
We will ensure that children use the sun cream provided and wear the hat when necessary. We will also avoid 
spending prolonged periods of time outdoors during the hottest part of the day, and when out will try and protect 
the children by finding shady areas. We will also encourage children to drink water regularly to prevent dehydration. 
 
The clubs will also hold a supply of sun cream which they will apply if they feel it is necessary e.g. if the weather has 
changed since the parent would have decided to not apply cream or if they are in the sun for a long time. Club staff 
should take note of the UV index for the day as this indicated the risk of sun damage occurring.  
 
We will require you to sign a form giving us permission to apply the sun cream that you have provided. All sun cream 
and hats should be labelled. 
 

Termination or suspension of care 
As a business run by parents and for parents, we understand the importance of regular and reliable care. Suspension 

or termination of care is therefore not a decision we ever make lightly. 

When we may suspend or terminate care 

For safety reasons 

We will use all reasonable efforts to provide services to you. One of our priorities is the safety of the children under 

our care, meaning that if their safety is compromised or the safety of others, we may need to reevaluate whether we 

can safely continue to provide care for your child.  

Where possible we will meet with you first to evaluate whether there are additional steps which we can take to 

enable us to continue to provide care safely; it may be that where such steps exist, we will suspend care to allow us 

sufficient time to put additional resources in place. If we believe that it is not possible to ensure the safety of 

children in our care even with reasonable adjustments, then we may terminate care. We will give you reasonable 

notice of this where possible however termination or suspension may be immediate if there is significant risk of 

harm to themselves or other children that cannot be minimized or reduced to a deemed safe level through risk 

assessment. 

Resource Availability 

In extreme situations it may be necessary for us to suspend care due to a sudden lack of availability of core 

resources, primary of our premises or our staff team. In the event that a suspension of care is required for this 

reason then parents will be notified as soon as possible.  
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Charges and Payments 

Payment of fees is strictly in advance, meaning that cleared payment must be received by Daddy Daycare by the 6th 

of the month for the following month’s care fees. It is the parent/carer’s responsibility to ensure that cleared 

payments are received by this time, taking into account clearing and processing times. Continued provision of care is 

dependent on payments being made. 

If payment is not received, then following two notifications of payment outstanding we will suspend care until the 

account is brought up to date. If the account is not brought up to date within 14 days of suspension then the 

suspension will be upgraded to a termination. 

Termination for breach of contract, or bankruptcy/insolvency  

Without restricting any other legal rights which the parties may have, either party may terminate the contract 

without liability to the other immediately on giving written notice to the other if:  

• The other party commits a material breach of any of the terms of the contract and (if such a breach is 

capable of being remedied) fails to remedy that breach within 30 days of that party being notified in writing 

of the breach; or  

• The other party suspends, or threatens to suspend, payment of its debts or is unable to pay its debts as they 

fall due or admits inability to pay its debts or is deemed either unable to pay its debts or as having no 

reasonable prospect of so doing, in either case, within the meaning of section 268 of the Insolvency Act 

1986.  

 

On termination of the contract for any reason:  

• You shall immediately pay all of our outstanding unpaid invoices and interest and, in respect of Services 

supplied but for which no invoice has been submitted, we may submit an invoice, which shall be payable 

immediately on receipt; and  

• We will refund for any services paid for, but not supplied. 

 

Walking Home Alone Policy 
 

At Daddy Daycare we recognise that it can be beneficial for children to increase their independence as they begin to 

prepare for secondary school, and so we have developed a policy around children leaving the club unaccompanied 

by a parent. The key points of this policy are outlined below: 

Age 
Only children who are in primary 5 or older may leave unaccompanied by an adult. P5-7 children may not be 

responsible for a younger sibling (i.e. a P7 cannot leave and take their P3 sibling with them.) 

Occupied house 
Children may only walk home where there will be an adult aged 18+ at home to meet them. This is so that there is 

someone there to welcome them and ensure they are OK, and so that if they do not arrive the alarm can be raised 

quickly.  



Daddy Daycare Edinburgh Welcome Pack – April 2024                                                                                                       33 
 

Risk assessment. 
Prior to us agreeing that a child may leave unaccompanied we will need to perform a risk assessment. To complete 

this we will ask you to tell us the exact route your child will walk along when returning home and we will then 

evaluate if we consider this to be safe. If we do not, then we will not allow your child to leave unaccompanied. 

Maximum travel time 
The maximum walking time we will consider permitting is 15 minutes (according to Google Maps timings following 

the specific route) 

Parent permission 
If, following a risk assessment, we believe that it is appropriate for your child to walk home alone then we will send 

you an electronic form to sign. This must be signed before the first time your child leaves the club.  

On each occasion when you wish your child to walk home alone, this will then need to be requested in writing to the 

office email address by 9am on the day your child will be leaving unescorted. This is to ensure that the message will 

have been received by the club team.  

Parent/Carer contact 
On any occasion where your child is to leave unaccompanied then we will send you a text/whatsapp message when 

your child leaves the club. Once your child arrives home you must reply and let us know that they have arrived 

safely. If we do not hear from you within 20 minutes of your child’s departure, then we will instigate our lost child 

procedures which involves initially contacting parents and guardians but would include contacting external agencies 

including Police Scotland if we cannot confirm the safety of your child.  

 

Whistleblowing Policy 
Daddy Daycare will not accept or condone any behaviour by staff, volunteers or other adults associated with the club 

that is contrary to the club’s Aims and Objectives, or Policies and Procedures. We will actively encourage and 

support the reporting of such behaviour. We will do this by:  

• promoting an environment of mutual respect, trust and open communications  

• promoting an environment that is free from bullying, harassment and discrimination  

• treating everyone equally and fairly, with dignity and respect and by valuing individual differences  

• ensuring that the quality of the work of each staff member/volunteer is effectively monitored as well as the 

work of the club as a whole  

• ensuring that procedures are in place for reporting unacceptable  behaviour/practices  

• actively supporting staff/volunteers who “blow the whistle” both during the investigation and after, in line 

with the relevant legislation  

 The following types of concerns can be reported through the “whistle-blowing” policy:  

• a criminal offence  

• the breach of a legal obligation  

• a miscarriage of justice  

• a danger to the health and safety of any individual  

• malpractice  

• fraud  

• improper conduct or unethical behaviour  
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• attempts to suppress or conceal any information relating to any of the above  

Who can raise a concern?  

• Any member of staff who has a reasonable belief that there is serious malpractice relating to any of the 

issues mentioned above may raise a concern.  

• Concerns raised must be done so without malice and in good faith, you must reasonably believe that any 

information disclosed, and any allegations made are true. You will not be expected to prove beyond doubt 

that the allegations are true but you will need to demonstrate that there are reasonable grounds for your 

concern.  

• If you make an allegation in good faith but it is not confirmed by any subsequent investigation then no action 

will be taken against you  

• If you make an allegation frivolously, maliciously or for personal gain, then appropriate disciplinary or legal 

action may be taken against you.   

All concerns raised will be treated in confidence and every effort will be made not to reveal the identity of the 

person who raised the concern. However at the appropriate time the individual who made the allegation may need 

to come forward as a witness.  

Any individual who raises a concern in good faith will be protected from any possible reprisals or victimisation. 

Where this occurs the individual should report it using the club grievance procedure.  

 How to raise a concern  

 Any concerns should be reported to the Manager. Concerns should be raised orally or in writing, in both instances 

you will be required to state:  

  

• the background and history of the concern  

•  the reason you are concerned about the situation  

•  the extent to which you have personally witnessed or experienced the problem  

 The Manager or provider will decide whether the allegation falls within the scope of existing club procedures and 

will therefore be considered with those procedures in mind.   

The Manager will consider the information that has been disclosed, decide whether there is a case to answer and 

whether or not an investigation will be conducted into the allegation.  

The Manager will decide whether to conduct the investigation themselves internally or involve an external body 

based on the nature of the allegation. If an investigation is to be conducted then the Manager will inform the 

individual who raised the concern and they may be required to give further information.  

The Manager will inform the person or persons against whom the allegation has been made of the investigation and 

the evidence supporting it. They will be given the opportunity to respond.  

The Manager will decide whether the result of any investigation requires the involvement of an external body such 

as the police and the appropriate if any disciplinary action to be taken against the person or persons whom the 

allegations involved. 
 

To report an incident to the SSSC you can contact them: 

Scottish Social Services Council 

Compass House 
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11 Riverside Drive 

Dundee 

DD1 4NY 

Phone: 0345 603 0891 


