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OUR VISION 

 

 
KLAS Care has a pledge; to improve the lives of the community by tackling in-work poverty. 
Our vision is to identify with the community to find a resolution to in work poverty. We have 
listened to the community and understand the gaps that are missing; our solution is to provide 
bespoke childcare contracts, allow other services to operate with bespoke facility hire and 
where necessary signpost to other organisations.     

 

 

Ethos statement 

 

Affordable, Professional, Active, Green, Healthy and Safe  

 

 

We will deliver affordable out of school care for school age children; we will echo the statement 
from Care Inspectorate and share their vision to “seek to provide better outcomes for 
everyone and to ensure that individuals are treated with respect and dignity and that the 
basic human rights we are all entitled to are upheld.” (Health and Social Care Standards, 
July 2017). The Standards are underpinned by five principles: dignity and respect, compassion, 
be included, responsive care, and support and wellbeing. The principles themselves are not 
standards or outcomes but rather reflect the way that everyone should expect to be treated.  
 
Our aim is to provide a smarter, safer environment that reflects one of the Scottish 
Governments key priorities and the Rights of the Child (UNCRC 1989). Article 3 clearly states 
“The child must be top priority” this will be reflected throughout the service.  
 
Planned fun activities will take place in a safe, clean, familiar environment for all children. This 
will include healthy eating and healthy living. We follow guidance set out in “Settling our Table” 
this guidance is a recommended resource from The Care Inspectorate.  
 
Families can access all our services regardless of background or employment status. Children 
that are at most risk from poverty will be identified using the postcode checker in line with the 
Scottish Index of Multiple Deprivation (SIMD), this will ascertain level of risk. In these cases, we 
will offer one to one support and payment plans along with signposting to agencies that are 
better equipped to offer financial support.  
 
All contracts are bespoke this means they are tailored to suit the needs of the family thus only 
paying for the service that is needed; however pre-booked placements are chargeable if not 
cancelled with 7 days notice.   
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Aims and objectives of KLAS Care 
 
We aim to provide an out of school facility that is an asset to the schools and the community 
that we are working in, this will mirror the already high standards of care set out by the schools 
of Renfrewshire.   
 
Included in this we also aim to provide an environment that children and carers feel welcomed 
in. The basic play principles set out by Play Scotland (on-line at www.playscotland.org) will be 
adhered to creating an environment where children are involved with the day to day planning of 
activities.  
 
All our policies will be underpinning the UN Rights of the Child (1989) and reflect on Getting it 
Right for Every Child (GIRFEC,2008). By following the “My World Triangle” will ensure all 
children’s needs are considered. SHANARRI will be used as a tool to reflect the children’s 
wellbeing and as a benchmark statement in all areas of work, outcomes from these indicators 
will make up the children’s care plan. 
 
Child protection will be priority and we will follow the guidance set out by Renfrewshire Council 
which under pins The Children Charter (2004). 
 
Bereavement Policy 
 
 
KLAS Care we recognise that children and their families may experience grief and loss of 
close family members or friends or their family pets whilst in our care. We understand that this 
is not only a difficult time for families, but it may also be a confusing time for children, especially 
if they have little or no understanding of why their parents are upset and why this person/pet is 
no longer around.  
We aim to support both the child and their family and will adapt the following procedure to suit 
their individual needs and family preferences: 

• We ask that if there is a loss of a family member or close friend that the parents inform 
the KLAS Care as soon as they feel able to. This will enable us to support both the child 
and the family wherever we can and helps us to understand any potential changes in 
behaviour of a child who may be grieving themselves 

• The key worker and/or the manager will talk with the family to ascertain what support is 
needed or wanted from KLAS Care. This may be an informal discussion or a meeting 
away from the child to help calm a potentially upsetting situation 

• The child may need extra support or one-to-one care during this difficult time. We will 
adapt our staffing arrangements, so the child is fully supported by the most appropriate 
member of staff on duty, where possible the child’s key worker 

• We will be flexible as possible to adapt the sessions the child and family may need during 
this time. 
 

We will adapt the above procedure as appropriate when a family pet dies to help the child to 
understand their loss and support their emotions through this time.  
 

 

http://www.playscotland.org/
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We also recognise that there may also be rare occasions when the team is affected by a death 
of a child or member of staff. This will be a difficult time for the staff team, children and families. 
Below are some agencies that may be able to offer further support and counselling if this occurs.  
 
The Samaritans: www.samaritans.org  116 123  
 
Priory: www.priorygroup.com 0800 691 1481 
 
Child Bereavement UK: www.childbereavementuk.org 01494 568 900 
 
Cruse Bereavement Care: 0844 477 9400 helpline@cruse.org.uk 
 
British Association of Counselling: www.bacp.co.uk  01455 883 300  
 
Stillbirth and Neonatal Death (SANDS): www.sands.org.uk 
 

 

Child Protection Code of Conduct 

In my work, I will: 

1. prioritise the safety and wellbeing of children 

2. never take sole responsibility for a child (if a child needs care, I will alert a parent or 

caregiver) 

3. only provide personal or intimate care (for example, taking a child to the toilet) in an 

emergency or if it is part of my professional role 

4. never give out personal details to children or friend/follow them on social networking 

sites 

5. always behave appropriately, this includes using appropriate language 

6. listen and respect children without patronising them 

7. avoid favouritism, treating them fairly and without prejudice or discrimination 

8. remember I am in a position of trust and act in a professional manner 

9. always report any concerns about a child or the behaviour of a colleague 

 
Aims of this Child Protection Child Protection Policy 

http://www.samaritans.org/
https://www.priorygroup.com/
http://www.childbereavementuk.org/
mailto:helpline@cruse.org.uk
http://www.bacp.co.uk/
http://www.uk-sands.org/
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To ensure that all staff are aware and kept up to date with child protection procedures and 
changes in the law that effect how we can protect out most vulnerable people. Lesley 
Compston Director, lead Practitioner and registered signature for the PVG scheme of KLAS 
Care C.i.C has the responsibility to ensure that staff and volunteers are members of the 
protections of vulnerable groups (PVG) and will deal with concerns relating to child protection.  
 
Information is sourced from the National Guidance for Child Protection in Scotland (Scottish 
Government, 2014).   
 
By using the framework standards set out in The Charter (2004, Scottish Government) and 
taking on board recommendations and procedures from Renfrewshire Council we will adopt a 
culture of best practice by protecting the children and share information with all relevant 
departments. By adopting tools such as the “My World Triangle” which is in line with “Getting it 
Right for Every Child” (GIRFEC) approach we will ensure that all our actions under pin the “UN 
Rights of the Child”(Scottish Government, 1989) and “The Children and Young Persons Act” 
(2014). 
 
Illustrations of the tools we use are detailed along with the body illustration. Our “Working in 
“Partnership with Children” policy outlines how KLAS Care C.i.C implements these tools. We 
recommend that you read this in full. 
   
 
Framework standards state that; 
 

1. Children get the help they need when they need it. 
2. Professionals take timely and effective action to protect children 
3. Professional ensure children are listened to and respected 
4. Agencies and professionals share information about children where necessary to 

protect them. 
5. Agencies and professionals work together to assess needs and risks and develop 

plans. 
6. Professionals are confident and competent 
7. Agencies work in partnership with members of the community to protect children 
8. Agencies, individually and collectively demonstrate leadership and accountability 

for their work and effectiveness 
 
KLAS Care C.i.C will demonstrate the standards if any type of abuse is suspected or disclosed. 
There are four different types of abuse they are defined in the UK Government guidance 
working Together to Safeguard Children 2010 (1.33-1.36) as follows; 
 
 

 Physical: This may involve hitting, shaking, throwing, poisoning, burning or scalding, 
drowning, suffocating, or otherwise causing physical harm to a child. Physical harm 
may also be caused when a parent or carer fabricates the symptoms of, or 
deliberately induces, illness in a child. 

 
 Emotional: Is the persistent emotional maltreatment of a child such as to cause sever 

and persistent adverse effects on the child's emotion development. It may involve 
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conveying to children that they are worthless or unloved, inadequate, or valued only in 
so far as they meet the needs of another person.  It may include not giving the child  

Opportunities to express their views, deliberately silencing them or 'making fun' of what 
they say or how they communicate. It may feature age or development inappropriate 
expectation being imposed on children. These include interactions that are beyond the 
child's development capability, as well as overprotection and limitation of exploration 
and learning, or preventing the child participating in normal social interaction.  It may 
involve seeing or hearing the ill-treatment of children frequently to feel frightened or in 
danger (including cyber bullying), causing children frequently to feel frightened or in 
danger, or the exploitation or corruption of children.  Some level of emotional abuse is 
involved in all types of maltreatment of a child, though it may occur alone. 

 
 Sexual: Involves forcing or enticing a child or young person to take part in sexual 

activities, not necessarily involving a high level of violence, whether or not the child is 
aware of what is happening. The activities may involve physical contact, including 
assault by penetration (for example, rape or oral sex) or non-penetrative acts such as 
masturbation, kissing, rubbing and touching outside of clothing.  They may also 
include non-contact activities, such as involving children in looking at, or in the 
production of, sexual images, watching sexual activities, encouraging children to 
behave in sexually inappropriate way, or grooming a child in preparation for abuse 
(including via the internet). Sexual abuse is not solely perpetrated by adult males. 
Women can also commit acts of sexual abuse, as can other children.  

 
 Neglect: Is the persistent failure to meet a child’s basic physical and/or psychological 

needs, likely to result in the serious impairment of the child’s health or development. 
Neglect may occur during pregnancy as a result of maternal substance abuse. Once a 
child is born, neglect may involve a parent or carer failing to provide adequate food, 
clothing and shelter (including exclusion from home or abandonment); protect a child 
from physical and emotional harm or danger; ensure adequate supervision (including 
the use of inadequate care-givers); or ensure access to appropriate medical care or 
treatment. It may also include neglect of, or unresponsiveness to, a child’s basic 
emotional needs. 

 
 
Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or neglect a 
child either directly by inflicting harm, or indirectly, by failing to act to relevant harm. Children 
may be abused in a family or in an institutional or community setting; by those know to them; or 
more rarely, by a stranger. They can be abused by an adult or adults, or another child or 
children. For more examples of signs of abuse please refer to the NSPCC 2010 document 
Child Protection fact sheet Definitions and signs of child abuse. Which can be downloaded from 
www.nspcc.og.uk/inform . 
 
 
 
 
KLAS Care C.i.C staff will ensure that they comply with the standards by: 
 
Holding a diary of significant events and will outline what kind of abuse is suspected. The diary 
will be held in a locked cabinet. 

http://www.nspcc.og.uk/inform
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• Any physical injuries these could be bruises or injuries that are either unexplained or 
inconsistent with the explanation given, or visible on the “soft “ art of the body where 
accidental injuries are unlikely, e.g., cheeks, abdomen, back and buttocks. These 
injuries will be illustrated on a diagram of the child’s body; a sample of this diagram is 
attached as appendix D. 

 
• Key dates, life events, moves, transitions, life changes, change in presentation 

 
•  Relevant communication with parents in connection to incidents that raised concern 

while the child was in the care of KLAS Care C.i.C. 
 

• The chain of events and listings of staff that were involved or witness to an incident 
that caused concern. 

 
• Any notification from Social work department. 
 
•  Notification of the chain of events listing staff involved. 

 
•  Any notification of outcome related to a referral from Social work.  

 
Other information that may be recorded in the child’s file (held in the one drive) is details of 
a decision to share information. These will only ever be done if the safety, welfare and well 
being of the child in question are in doubt. 
In line with KLAS Care C.i.C’s confidentiality policy and Data Protection Act 1998 we are 
legally required to safe guard and protect personal information held by us. This will only 
ever be overridden in the case of child protection. Please refer to appendix E and follow 
the flow chart in order to ensure information is being shared appropriately.  
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CHILD PROTECTION PROCEDURES 

 
This procedure guidance will be in two parts. Part one will cover what to do if you have 
concerns about a child and part two will explain how to deal with 3rd party information on 
possible child protection issues. In all cases the following apply; 
 

• Remain calm, no matter how difficult the situation is. 

• Listen and take the information and the informant seriously. 

• Reassure them they were right to tell. 

• Never ask leading questions. Only ask questions for clarity. 

• Keep questions to a minimum and never interrupt. 

• Tell the informant what you are going to do next 

• Tell the informant that you are going to have to speak to someone who can help. 
 
Part one, concerns about a child 
 
Complete a Safeguarding Record Form in every case of concern and then Appendix A and 
Appendix D where appropriate (samples attached). Please ensure these documents are 
meticulously and immediately completed to ensure accuracy. The completing of these forms 
will prompt the manager to follow the flow chart (sample attached) to ascertain action required. 
All forms must be signed and dated ensuring that each page is signed and dated and any 
spaced scored through.  
The documents will be stored in the child’s care plan and their file noted with a red dot to signify 
a point of interest. Only when social work indicate there is a child protection case open then the 
information is stored separately in a locked box and diary of significant events is complete.  
 
While concerns may not necessarily trigger a child protection referral they will help to build up a 
picture particularly in cases of neglect. All information must be recorded in either a diary of 
events or appropriate appendix blank copies are kept at the back of the children’s profiles. 
 
Part two, disclosure of information by a 3rd party. 
 
This is from any 3rd party and can be while you are in the community and not in the child care 
setting. Again use Appendix A and D if appropriate. If the information you receive implies that 
the child is in immediate danger or harm contact numbers are: 
 

• Paisley police office 0141 532 5900 

• Social work until 5pm Monday to Thursday 0300 300 1199 

• Social work out of hours and after 3.55 on a Friday 0800 811 5000 

• Child protection line 0800 022 3222 
 
Additional information can be found on the West of Scotland child protection procedures 
website and Renfrewshire council’s website. In conclusion It is the responsibility of each 
individual person to ensure that their child protection concerns are taken seriously. 
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Safeguarding Record  
 
 
Name of child: 
Child’s date of birth: 
Child’s address: 
Child’s post code: 
 
Nature of concern: 
Include the nature of the injury and suspected abuse. 
 
 
What was said by the child: 
Where possible, use exact phrases. 
 
 
 
 
 
What you were doing before, during and after the disclosure or the event that was cause for 
concern: 
Add some context to the disclosure or the concerning event, include specific times. 
 
What action have you or anybody else taken? 
Please also note if no action has yet been taken. 
 
 
 
 
 
 
 
 
 
 
Your relationship to the young person: 
Date concern was raised: 
Today’s date: 
 
Your name: 
Your signature: 
 
 
 
 
To be completed by The Management; 
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Is this case to be referred to the Social Work Department Yes/ No.? 
Has there been a care plan set up for the child Yes/No. Is there a diary of significant events 
Yes/No (If the answer to above question is yes this answer must be yes). 
Has the child's file been identified by a red dot Yes/No. (If the answer to above question is yes 
this answer must be yes) 
 
If Yes: 
 
Who did you speak to over the telephone in Social Work: 
 
Name: 
Position 
Time                     Date 
 
Has the Social Work Department been sent the paper work by post Yes/No. 
Date posted 
 
 
If No: 
 
Why not 
 
 
 
 
 
 
 
Please score through the rest of this form and sign at the bottom. 
 
 
 
 
 
 
 
 
 
signed.......................................................... 
Dated.................................... 
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Procedures for reporting concerns: 
 
 
Step 1 
 

• Contact the duty social worker at the relevant Social Work office. 

• Confirm your report in writing using Appendix A as soon as possible and at the latest 
within 24 hours. 

 
Step 2 
 

• Follow the guidance from the Social Work department and co-operate with subsequent 
actions by social work and/ or police. 

 
Step 3 
 

• Record action taken in the child's care plan and identify the child's file by adding a red 
dot.  

 
Step 4 

• Report to Care Inspectorate through e-forms if appropriate. 
 
 
Information can be considered in two categories: 
Information required for all children and information for children with additional support needs 
defined in the Additional Support for Learning (Scotland) Act 2004. 
 
 
Maintaining information in children files will be headed as: 
 
Care Plan 
Child's core information 
Child protection and well-being information (confidential case file, held in a locked cabinet). 
Diary of significant event in chronological order an A5 jotter will be available for this along with 
referral forms in the filing cabinet behind the children’s files.  
 

Record of Response from Social Work 
 
 
 
 

Has Social work been in touch Yes/No; 
 
Yes: What action has to be taken e.g. Child protection procedures are invoked, single agency 
assessment/support, Multi-agency assessment (IAF). 
Details: 
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No: If it has been over 10 days then a phone call is required to Social work, telephone calls 
should be place until a satisfactory answer has been received: 
 
Date.......... Time.......... 
Date …..... Time......... 
Date.......... Time......... 
Date.......... Time......... 
 

Child's Name Date of Birth Reference 

   

 

 
 

 

Date of Event Event Action Taken Outcome 

    

    

    

    

    

    

    

 

APPENDIX A 
 
Child: 
Name………………………………………………………………………………………………. 
Date of Birth………………………………………………………………………………………… 
Main Address………………………………………………………………………………………. 
Who else stays at this address…………………………………………………………………. 
Other known addresses………………………………………………………………………….. 
Who else stays at this address…………………………………………………………………… 
Has concerns been raised about this child in the past………………………………………… 
If yes please give details…………………………………………….……………………………. 
Has the child got a disability……………………….. 
Has the child been diagnosed with anything by a doctor……………………………………. 
If yes please give details……………………………………………………………………….. 
 
 
Your details: 
Name …………………………………………………………………….. 
Job title…………………………….. 
Have you discussed your concern with any one if yes who?......…………………………. 
……………………………………………………………………………………………………. 
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Other known carers: 
Are any other adults responsible for the care of this child Yes/No? 
If yes please give name of this person…………………………………………………………. 
Relationship to child…………………………………………………………………………….. 
Address if known……………………………………………………………………………….. 
……………………………………………………………………………………………………. 
……………………………….. 
Contact details if known……………………………………………………………… 
Are there other children at risk Yes/No? 
If yes please give as much details as possible……………………………………………….. 
……………………………………………………………………………………………………… 
……………………………………………………………………………………………………… 
……………………………………………………………………………………………………… 
What is your concerns please give a full explanation, if necessary complete appendix D 
…………………………………………………………………………………………………………
…………………………………………………………………………………………………………
……………….………………………………………………………………………………………
………………………………………………………………………………………………………..
…………………………………………Pease continue on reverse, sign off both sides and 
score through any spaces. 
Signature……………………………………………………………………Date……………                          
 

APPENDIX B 
 
 

Have you completed appendix A? 
Have you telephoned correct Social work department? 
Have you set up a diary of events and are they secure? 
Have you detailed in the diary when feedback is expected from Social Work? 
 
Table of events; 
 
 

DATE ACTION 
STARTED 

 DATE RETURN 
EXPECTED 

 OUTCOME 
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Appendix D 
 
 

Infection Control 
 
In order to protect all children and staff, children cannot attend KLAS care C.i.C  if they have an 
infectious disease that can be passed/spread throughout the facility. The child must remain at 
home until the infection has passed, this includes the incubation period. The management have 
the right to refuse any member of staff, visitor or any child into the care facility in order to inhibit 
the spread of the infection.  If anyone becomes ill while in the care of KLAS care C.i.C, they 
must be collected as soon as possible by either parent or emergency contact.  All contact 
details must be kept up to date, failure to do so may result in undue distress to the individual.  
How do we stop infections spreading? 
Some key information surrounding infection control and common childhood illnesses are 
outlined below. This information has been obtained from “Infection Prevention and Control in 
Childcare Settings” (NHS, 2015) A copy is held at the care facility.   
The main principles of this document KLAS care C.i.C will implement to try and prevent, and 
control the spread of infection. 

• We will reduce or eliminate sources of infection (e.g. cooking snacks properly and 
excluding infectious children from the setting). The setting should be well ventilated 
and cleaned every day. 

• Staff will wear personal protective clothing as and when required(e.g.nitrile  gloves + 
apron) 
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• Suitable hand washing facilities for staff and children will be always available (e.g. anti-
bacterial liquid soap and hand sanitiser) 

• Staff and children will be educated about good hygiene practises i.e. always wash 
hands after toileting, before eating and after outdoor play. 

• Staff and children will be educated in safe waste disposal e.g. used paper hankies to 
be put in bin, blood soaked materials double bagged and put in outside bin, soiled 
clothing double bagged, tied, closed and returned to parents/carers. 

• Staff and parents/carers will be provided with policies for managing outbreaks of 
infectious diseases, e.g. of vomiting and diarrhoea, Covid 19 and other common 
childhood illnesses as outlined in the table below; 

 
Safer recruitment policy 

 
KLAS care C.i.C is committed to promoting equality of opportunity within the recruitment 
process and working environment. The aim of the KLAS care C.i.C’s policy is to ensure that no 
job applicant or employee receives less favourable treatment than any other on any grounds 
including; race, colour, religion, responsibility for dependants, nationality, ethnic or national 
origins, religion, age, sex, sexuality, marital status, employment status, political belief or 
disability or is disadvantaged by conditions or requirements which cannot be shown to be 
justifiable. 
This policy will apply to the recruitment, selection, promotion, transfer, training, benefits, 
facilities, procedures, and terms and conditions of employment. KLAS Care C.i.C will pursue 
practices designed to promote equality and eliminate discrimination, and will regularly review 
their effectiveness. 
If any employee considers that he or she is suffering from or has suffered unequal treatment on 
the grounds stated above, he or she can make a complaint to the Manager or The Board of 
Directors who will investigate the complaint and a formal reply to the complainant regarding the 
findings of the investigation will be given within 28 days. 

Illness or infection Incubation period Exclusion period 

Chickenpox 10 – 21 days 5 days after rash appears 

Colds  1 – 2 days none 

Conjunctivitis  3 – 29 days none 

Diarrhoea and vomiting  12 – 48 hours 48 hours after last episode 

Flu 1 – 4 days Until recovered 

Hand, foot and Mouth  3 – 5 days none 

Head lice Direct contact while infected none 

Impetigo Direct contact while infected Until lesions are crusted or 
healed or 48 hours after 
commencing of antibiotics 

Measles Just before onset of 
symptoms to 4 days after the 
rash  

Four days after rash appears 

Coronavirus  Isolation period will be 
instructed by Health Care 
Scotland  

Child will be excluded from the 
facility and Covid 19 
procedures will be followed 
see up to date covid 19 risk 
assessment.  
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KLAS care C.i.C agrees that when appropriate, as determined by monitoring procedures, 
positive action can be taken to make this policy fully effective. This policy is in accordance with 
the various codes of practice and relevant legislation such as the Equal Pay Act 1970 as 
amended, Sex Discrimination Act 1975, Race Relations Act 1976 and the Disability 
Discrimination Act 1995. 
 
APPLICATION PROCESS 
 
Jobs will be advertised through local adverts and a selection process for interview will be made 
by manager and assistant manager.  Unsuccessful applicant will be notified by letter and be 
given feedback via telephone call. 
 
INTERVIEW PROCESS 
 
A person deemed to be the appropriate decision maker will lead and carry out the interview 
with support from others if required or requested. Questions will be appropriate to the job 
description and a scoring system will be used to ascertain suitability. Points on a scale of 1-4 
will be given on suitability, commitment, flexibility, knowledge, experience, and qualifications. 
Please refer to the Written Statement of Employment and staff handbook for terms and 
conditions of employment. A reference from a previous employer and a character reference, 
along with a PVG check will be gathered before employment can begin. If at any time any of 
these requirements come back and highlight the person as unsuitable a discussion will take 
place involving senior staff and The Directors, this may lead to the job offer being withdrawn. 
All unsuccessful applicants will be notified on at the same time as successful applicates.  
 
Staffing induction and Training 
 
Staff will be trained or working towards at least SVQ level 3 in play work. An induction pack will 
be given to all new staff, and they will be given a settling in period with the help of other 
members of staff. A review will take place after 6weeks and then at least once a year as and 
when required as part of the Staff Appraisal process. Staff Appraisals will consist of updates on 
any training achievements, thank you letters, continuous professional development (CPD) and 
evidence of any changes that they have introduced into the setting over that may affect their 
normal duties. The annual review will include a self reflection and as this will identify any 
training issues that staff need or ideas as to how to improve the setting or environment.  
  
Appraisals will take place as part of annual review for staff and will identify any gaps in training. 
Monthly staff meetings will take placed these will consist of training days and general 
discussion, and any changes to legislation that may affect KLAS care C.i.C.  
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Outdoor Play (see annual risk assessment) 
 
Outdoor activities will be included in weekly planning; the types of play will be considering the 
time of year and weather conditions. We will follow guidance from the Loose Parts Toolkit and 
other on-line resources for children to explore and use their imagination through play and 
leaning Suitable outdoor clothing will be worn i.e. jackets, hats, gloves and sun cream. Children 
are encouraged to risk assess for themselves considering the environment and age and stage 
of others. We aim to encourage outdoor activities within every session this is in line with 
guidance from “Growing up in Scotland” (2013) and Forest School key principles. These 
sessions will be led by qualified Forest School leaders, more information can be found on 
http://www.scotland.gov.uk/Publications/2012/05/5385/8 . Suitable footwear may be brought to 
every session and time will be allowed for children to get changed. 
 
According to play Scotland (http://www.playscotland.org/ ) all play will be natural spontaneous 
and a voluntary activity in which the children will benefit socially and emotionally 
 
On completion of each child’s contract there will be a consent which will allow the child to take 
part in outdoor activities within the Registered Service’s boundaries. A further consent form will 
be required when taking the child/ren on a trip, except on play scheme where trips are 
expected and published in advance. 
 
Indoor Play (see annual risk assessment) 
 
Following the same legislation as out lined in the outdoor play policy we aim to provide a 
program of physical activity and will form part of the long term plan.  This may include a variety 
of sport, dance and movement and athletics. Parents and children will be approached to 
provide ideas and planning. Competitive and non-competitive activities will be encouraged this 
will engage the children and encourage sharing and taking turns. 
When playing indoors windows and doors (that face onto a safe area) must be open to allow air 
to flow and disperse any build-up of virus particles.  
Children and staff must wash hands and touch surfaces regularly with soap and water or use 
hand sanitiser when soap and water are not avaliable.  
 

Equality and Diversity 
 
 
Equal Opportunities statement 

 

KLAS care C.i.C aims to provide equal opportunities to every adult and child within the setting 
and will seek to prevent discrimination, particularly on the grounds of sex, marital status, 
disability, race, colour, religious belief; political belief; sexual orientation, nationality, ethnic 
origin, age, trade union activity, place of residence, responsibility for dependants or 
employment status or disadvantage by conditions or requirements which cannot be shown to 
be justifiable. 
The main aims of the policy are; to promote equality and to eliminate both direct and indirect 
discrimination in every way. 
All staff, whatever their working pattern, no matter what their age, gender, sexual orientation or 
marital status, race, religious beliefs, nationality, ethnic or national origin, disability, part-time 

http://www.scotland.gov.uk/Publications/2012/05/5385/8
http://www.playscotland.org/
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working, responsibility for dependants, trade union membership or trade union activity will have 
the right to be treated on the same basis in fair competition. Harassment and bullying are not 
acceptable and will not be tolerated in KLAS Care C.i.C.  The elimination of unfair 
discrimination and prejudice is intended to provide individuals with scope to develop their full 
potential and to enable KLAS Care C.i.C to maximise use of talent.  

KLAS Care C.i.C will: 

a. Adopt a planned approach to eliminating barriers that discriminate against particular 
groups. 

b. Give clear guidance to employees on the commitment to equal opportunities. 

c. Recognise its legal obligations under the Race Relations Act 1976, the Equal Pay Act 1970, 
the Sex Discrimination Acts 1975, 1986 and 1999, the Disability Discrimination Act 1999, 
the Rehabilitation of Offenders Act 1974, the Human Rights Act October 2000, and the 
Employment Equality (Age) Regulations 2006.  

d. Continuously monitor and review its selection criteria and procedures to ensure that all 
employees are selected, promoted and treated solely on the basis of merits and abilities 
that are appropriate to the position. 

e. Promote personal development for all employees, to support their progress within KLAS 
Care C.i.C and, where appropriate, provide specialised facilities, equipment and individual 
training. 

f. Fulfil its social responsibility towards its employees and the community in which it operates, 
ensuring that appropriate support is given during times of personal difficulties. 

Direct discrimination is defined as: 
Treating a person less favourably than others are or would be treated in the same or similar 
circumstances. This means treating someone less favourably than you would treat others in 
the same circumstances. 

Indirect discrimination: 

This occurs when a job requirement or condition is applied equally to all and has a 
disproportionate and detrimental effect on one age group, gender or racial group because 
fewer of that group can comply with it, and the requirement cannot be justified in relation to 
the job. 

When decisions are made about an individual, the only personal characteristics taken into 
account will be those that, as well as being consistent with relevant legislation, are necessary 
to the proper performance of the work involved. 

Harassment: 

Harassment can be described as inappropriate actions, behaviour, comments or physical 
contact that is objectionable or causes offence to the recipient. It may be of a sexual or racial 
nature or it may be directed towards people because of their age, their sexuality, a disability 
or some other characteristic. 

KLAS Care C.i.C regards discrimination, harassment or bullying, as described above, as 
gross misconduct, and any employee of KLAS Care C.i.C who discriminates against any other 
person will be liable to appropriate action in the KLAS Care C.i.C disciplinary procedures. 
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It is the aim of KLAS Care C.i.C, in its relationships with its employees and in the provision of 
its services, not to disadvantage any individual by imposing any conditions or requirements 
that cannot be fully justified. In pursuance of this policy,  

KLAS Care C.i.C may take special measures/positive action in favour of any group that is 
currently underrepresented in its workforce.  In this it will take account of the Race Relations 
Act 1976, the Equal Pay Act 1970, the Sex Discrimination Acts 1975, 1986 and 1999, the 
Disability Discrimination Act 1999, the Rehabilitation of Offenders Act 1974,  the Human 
Rights Act October 2000, and the Employment Equality (Age) Regulations 2006. 

In pursuance of this policy, KLAS Care C.i.C reserves the right to discipline any of its 
employees who practice any form of discrimination on the grounds of a person's age, gender, 
ability, race, religion, ethnic origin, creed, colour, social status or sexual orientation. 

KLAS Care C.i.C will monitor and evaluate this policy on an ongoing basis and inform the 
employees of its impact. 

 

 

 
Introduction for children: 
All children will be treated fairly and as stated above, in line with the law. The child will have a 
say in what effects their life chances and outcomes while in the care of KLAS Care. This will be 
through their care plan and in line with the Right of The Child (UNCRC, 1989, Health and Care 
Standards (Scottish Government, 2017) and the dedication of the staff. 

 

 

Introduction for staff: 

  

KLAS Care C.i.C is committed to promoting an environment of respect, understanding, 
encouraging diversity and eliminating discrimination by providing equality of 
opportunity for all.  Throughout the Organisation there will be a consistent approach 
in promoting equality and diversity across all areas within The Organisation through 
the entire employment relationship from the recruitment process to termination and 
references.   

  

All employees are required to abide by this policy.  This policy also covers 
discrimination by and towards members of the public, governing body members, 
contractors and staff from other agencies.  The Organisation opposes all forms of 
unlawful discrimination in relation to employment. 

  

Background 

  

Tackling inequality is not something new. UK Governments have been addressing 
equality and diversity issues for many years. Although progress has been made, 
inequalities still exist in Scotland and within the UK. As the Government continues to 
tackle discrimination, promote equality, address inequalities and inconsistencies that 
were present in the previous discrimination legislation, the new Equality Act 2010 was 
introduced. The introduction of the act saw previous discrimination legislation 
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abolished and replaced with one single piece of legislation.  This policy will be 
compliant with the current legislation and promote a culture of dignity and respect 
for all. 

  

Lack of equal opportunities is not only a serious moral issue but also has a significant 
impact on business performance.  Studies have shown that high levels of motivation 
are achieved in an environment of respect and fairness.  The Organisation will aim to 
ensure that all employees are treated with fairness and respect and not be 
discriminated on the grounds of marriage & civil partnership, sex, race, disability, age, 
religion or belief, gender reassignment, pregnancy & maternity and sexual orientation, 
or disadvantaged by any conditions or requirements which cannot be shown to be 
relevant to performance.  The Organisation will therefore ensure all employees are 
provided with equality of opportunity in the course of their employment starting from 
recruitment. 

  

Legal Framework 

The following details the specific acts relating to discrimination law. 

  

Equality Act 2010 

Definitions 

  

Diversity 
Is about valuing individual differences.  The Organisation is committed to valuing and 
managing people’s differences to enable all employees to contribute and realise their 
full potential.  The Organisation recognises that people with different backgrounds, 
skills, attitudes and experiences can bring fresh ideas and perceptions that will benefit 
The Organisation and its customers. 

  

Equality 

Is making sure people are treated fairly and given fair chances. Equality is not about 
treating everyone in the same way, but recognises that their needs are met in different 
ways.  Equality focuses on those areas covered by the law, and described as the 
Protected Characteristics of race, sex, disability, age, gender reassignment, marriage 
& civil partnership, pregnancy & maternity, religion or belief and sexual orientation 

  

Protected Characteristics 
The grounds on which discrimination claims can be made: 
Age, Disability, Gender Reassignment, Marriage and Civil Partnership, Pregnancy & 
Maternity, Race, Religion or Belief, Sex, and Sexual Orientation. 

  

Direct Discrimination 

Is treating someone less favourably than others based on a protected characteristic. 

  

Indirect Discrimination   
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A policy, practice, procedure, provision or criteria that applies to everyone in the same 
way but might disadvantage a particular protected group, and which cannot be 
objectively justified in relation to the job. 

  

Harassment  
Conduct that violates a persons dignity or creates an intimidating, hostile degrading, 
humiliating or offensive working environment.  The intention of the perpetrator is 
irrelevant, it is the impact on the individual which determines whether harassment 
has taken place. 

  

Victimisation 

Treating someone less favourably and discriminating against them because they have 
pursued or intend to pursue their rights relating to alleged discrimination, complained 
about the behaviour of someone harassing them or given evidence in someone else’s 
discrimination compliant. 

  

Positive Action 

Addressing imbalances in the workforce, by encouraging members of under 
represented groups to apply for jobs. Positive action may be applicable in setting 
equality targets.  No quotas will be set by The Organisation, but equality targets may 
be set to encourage people from a particular group or groups to apply for a vacancy 
in The Organisation in comparison to the local community where they are 
underrepresented. 

  

  

Failure to make Reasonable Adjustments 
Where arrangements disadvantage an individual because of a disability and 
reasonable adjustments are not made to overcome the disadvantage. 

  

Associated Discrimination 

Discrimination against a person because they have an association with someone with 
a particular protected characteristic.  E.g. a non-disabled person is discriminated 
against because of the action they need to take care of disabled dependent. 

  

Perceptive Discrimination 

Discrimination against a person because the discriminator thinks the person posses 
that characteristic.  E.g. a person is not shortlisted for a job on the bases that the 
recruiter assumes the applicant does not have the correct VISA to work in the UK as 
they have a foreign looking name on their application form. 

  

Employees 
All permanent, temporary fixed term staff, including all managers, Director/Chief 
Executive, and agency workers. 
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Stakeholders 
Contractors, consultants, tenants, customers, service users, other outside agency 
workers 

  

Policy Principles 

  

This Equality and Diversity policy aims to: 

• Ensure integration with equality and diversity practices into all The 
Organisation does, and ensure that employees are treated with fairness and 
respect from each other and from members of the public, committee 
members, and contractors. 

• Require The Organisation to implement fair and just employment practices 
ensuring that no job applicant or employee will receive less favourable 
treatment on any grounds.  

• Ensure people are recruited and employees promoted solely on the basis of 
their own merit, experience, ability and potential.  This applies throughout 
the entire duration of employment as all decisions will be based on only 
relevant merits. 

• Provide an environment appropriate to the needs of those from all walks of 
life, and offer a culture that respects and values each others differences and 
promotes dignity, equality and diversity. 

  

Implementation of Policy 

The Managers are responsible for the policy’s day to day implementation.   

  

The Organisation will ensure that all new employees and management will receive 
induction on this policy.  The policy will be widely promoted and integrated into all 
policies and procedures within The Organisation. Copies of the policy will also be freely 
available and displayed in The Organisation’s offices. 
Appropriate training and guidance will be available to promote equality and diversity 
among staff. 

  

This policy applies to everyone in The Organisation and everyone has a responsibility 
to be alert to discriminatory behaviours and practices should they occur.  
Unacceptable behaviour and practices must not occur, however if a situation arises, it 
will be dealt with immediately.  Breaches of the equality and diversity policy will be 
regarded as misconduct and will lead to disciplinary action which may include 
dismissal. 

  

Recruitment & Selection 

  

It is The Organisation’s policy that all recruitment decisions will be based completely 
on the merits and abilities of candidates alone and no other criteria will be used.  In 
order to achieve this, equality and diversity practices will be integrated into every 
stage of the recruitment and selection process. 
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A fair recruitment process will remove barriers to the employment of people of 
different backgrounds.  This will enable The Organisation to recruit from the widest 
pool of talent, potentially raising the standard of their intake and therefore increasing 
the opportunity of a more diverse workforce which reflects the community it is 
serving.  A more diverse workforce will improve the organisation’s service delivery, as 
it will include staff with more knowledge and experience, meet and aid in meeting the 
needs and aspirations of service users and potential service users. 

  

To highlight The Organisation’s commitment to promoting equality and diversity from 
the beginning of the employment relationship, all vacancies will be aimed at as wide 
a group as possible and any advertisement for a vacancy within The Organisation will 
state that an equality and diversity policy is in place.  In addition, the advert will also 
display any signs of equality bodies that The Organisation is affiliated with.  The 
information contained in the advert and all vacancy literature will be clear and 
accurate to attract the most appropriate candidates from all groups across society, to 
allow them to decide their own suitability for the vacancy and whether they wish to 
proceed with applying.  For those that wish to apply The Organisation will ensure that 
all applications have clear instructions for completion and application forms will be 
free from personal questions that are not relevant to the vacancy and that may lead 
to discrimination. 

  

The Organisation will ensure all staff involved at any stage in the recruitment and 
selection process will receive equality and diversity awareness training. This will 
ensure that those involved in the recruitment process will not discriminate either 
knowingly or unknowingly by asking any questions which may lead to discrimination. 

  

Terms & Conditions of Employment 
As part of the employment relationship being covered under this equality and diversity 
policy all contracts of employment will be issued in accordance with the job role and 
not the job holder.  Employee’s terms and conditions will be standard across all 
employees regardless of any of the protected characteristics.  Employees will not 
receive less favourable terms and conditions for any reason other than relating 
specifically to the job role and the grade it attracts. 

  

Training and Development  
Equality and diversity will apply throughout all training activities and resources. 
Training and development opportunities will be given to all employees according to 
their job role.  It is crucial that all employees are able to participate and enjoy any 
training opportunities or activities without discrimination or fear of harassment.  Every 
attempt will be made to ensure learning materials will provide a positive image of 
people reinforcing an image and of equality of opportunity. 
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Redundancy Selection 

Redundancy selection will be made according to the statutory requirements and in 
line with The Organisation’s Redundancy Policy contained in the terms and conditions.    
Criteria will be discussed with the Trade Union and or nominated representatives.  The 
criteria will be set out and will be objectively fair and consistent.  This will ensure that 
employees selected for redundancy are selected according to the chosen selection 
criteria and not in any discriminatory way either indirectly or directly. 

  

Complaints: employees 
This procedure is complemented by The Organisations Dignity at Work policy. For 
further details please refer to the policy. 

  

Where an employee feels they have been discriminated against, victimised or 
harassed by another employee (including managers), the aim should be to deal with 
it informally in the first instance.   

  

Informal Stage 

An employee should aim to resolve the matter informally as it may be that the 
discriminatory action is unconscious and easily resolved once the situation is 
highlighted.  This is often the most efficient way with dealing with such circumstances 
and helps maintain good working relations.   

  

The employee should raise the issue informally with their line manager (if the 
complaint is against their manager then the manager next in line.) The manager will 
speak to the employee whom the complaint is against. If it is found that the behaviour 
was in breach of this policy, an appropriate level of sanction will be decided in line 
with The Organisation’s Disciplinary Policy.  
In addition, a file note of the incident will be kept on the complaining employee’s file, 
including a statement that the note will only be taken into account if there are any 
further incidents.   

  

Dealing with the matter informally does not remove the complaining employee’s right 
to have the matter dealt with formally. 

  

Formal Stage 

If the employee is dissatisfied with the outcome, or the complaint is very serious, they 
should raise the matter in writing, detailing the complaint to their line manager. The 
complaint should then be dealt with under The Organisation’s Grievance Policy. In line 
with this process an investigation into the complaint will be carried out.  Employees 
who feel they are being subjected to harassment should raise the issue in line with 
The Organisation’s Dignity at Work Policy.  
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If the outcome of the investigation is that a formal disciplinary hearing should take 
place this will be conducted in line with The Organisation’s Disciplinary Procedures. 
(Please refer to the Disciplinary Policy for full details) 

  

Complaints made against employees 
Where a complaint is made against an employee by another employee, 
Board/Committee member or stakeholder, it will be investigated and dealt with under 
The Organisation’s Disciplinary Policy.  

  

Complaints: Stakeholders 
The right to be treated equally with dignity and respect extends to outside contractors, 
partners, service users, customers and any other agencies that are associated with The 
Organisation. Therefore, stakeholders also have a right to have any issues addressed 
under this policy. Any complaints will be investigated by The Organisation and 
appropriate action will be taken. 

  

If a stakeholder feels that they are being discriminated against in the course of their 
working day with The Organisation, the following procedure should be followed.   

  

Informal Stage 

Where possible, incidents should be dealt with informally.  The stakeholder should 
report the matter to their lead contact within The Organisation as soon as possible. It 
maybe that the discriminatory action is unconscious and easily resolved once the 
situation is highlighted.  

  

The manager will discuss the situation with the individual whom the complaint is 
against and explain the expected standards of behaviour and the consequences of 
failing to comply with these. It will be made clear to the individual that continuation 
of such conduct may result in being refused access to The Organisation’s premises, or 
services.  

  

Formal Stage 

Where informal action is not appropriate or the matter is of a serious nature the 
complaint will be dealt with using the formal procedure.  Where the formal procedure 
is instigated a thorough investigation will take place in the first instance. Where it is 
found that the individual has acted in an inappropriate manner, they will be written 
to officially by the relevant senior manager informing them that their comments, 
actions, behaviours are not acceptable and potentially discriminatory. The letter will 
state that further incidents will not be tolerated and that they may result in being 
refused access to The Organisation’s premises, or contact with its 
customers/employees/board members.  In cases of physical violence or serious 
threats the appropriate manager will notify the police. 
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Complaints made by stakeholders 
Where stakeholders are in receipt of inappropriate behaviour from an employee of 
The Organisation, board member or another stakeholder in connection with The 
Organisation’s business, the stakeholder should also raise the issue with their lead 
contact.  The lead contact will then investigate into the complaint and deal with it in 
accordance with the appropriate procedure (depending whether the complaint is 
against an employee, a board member, a contractor, a partner, etc.). 

  

Complaints: Governing Body Members 
Where a board/committee member feels they have been discriminated against, 
victimised or harassed, the aim should be to deal with it informally in the first instance.   

  

Informal Stage 

If a board/committee member feels they are in receipt of inappropriate behaviour 
from another board/committee member, an employee or any stakeholder in 
connection with The Organisation, they should raise this immediately with the 
appropriate senior manager.  The manager will discuss the issue with whom the 
complaint is against, explaining the required standards of behaviour and the 
consequences of failing to comply.  

  

Formal Stage 

Where formal action is the most appropriate, and thorough investigation will take 
place into the complaint. The complaint then will be dealt with in accordance with the 
appropriate procedure (depending whether the complaint is against an employee, a 
board member, a contractor, a partner, etc.). In cases of physical violence or serious 
threats an appropriate manager will notify the police. 

  

  

Complaints made against a board/committee member 
Where a complaint is made against a board/committee member, The Organisation’s 
board/committee complaints procedure will be used as appropriate. The complaint 
will be investigated by the Chair or another authorised person. If it is found that the 
inappropriate behaviour occurred, the board/committee member will be warned and 
informed of consequences of failure to comply with the expected standards of 
behaviour, which may include removal from the board/committee. 

  

Monitoring the Policy 

Responsibility for monitoring the application of this policy will rest with the Board. 

  

The policy will be reviewed annually with the amendments being made as appropriate 
and communicated to all staff and relevant stakeholders. 

 

 
 



                                                                          
 
 

             

27 | P a g e  

 

 
Whistle Blowing Policy 
 
An important aspect of accountability and transparency is a mechanism to enable staff and 
other members of the Company to voice concerns in a responsible and effective manner. It is a 
fundamental term of every contract of employment that an employee will faithfully serve his or 
her employer and not disclose confidential information about the employer’s affairs. 
Nevertheless, where an individual discovers information which they believe shows serious 
malpractice or wrongdoing within the organisation then this information should be disclosed 
internally without fear of reprisal, and there should be arrangements to enable this to be done 
independently of line management (although in relatively minor instances the line manager 
would be the appropriate person to be told). The Public Interest Disclosure Act, which came 
into effect in 1999, gives legal protection to employees against being dismissed or penalised by 
their employers as a result of publicly disclosing certain serious concerns.  
It should be emphasised that this policy is intended to assist individuals who believe they have 
discovered malpractice or impropriety. It is not designed to question financial or business 
decisions taken by the Company, nor should it be used to reconsider any matters which have 
already been addressed under harassment, complaint, disciplinary or other procedures. Once 
the "whistle blowing” procedures are in place, it is reasonable to expect staff to use them rather 
than air their complaints outside the Company. 

 
 
 
 
 

You have discovered information relating to 
serious malpractice/wrongdoing with in the 

organisation 

If this discovery relates to the Directors of the 
Company Kirsty MacKenzie or Lesley Compston 

then contact should be made to Care 
Inspectorate. 

Contact number to log a complain against the 
registered service is 0345 600 9527

Or the Paisley office number is 

0141 843 6840

If this discovery relates directly to the protection 
of children then contact should be made to 

either the Police or Social Work Departments.

Contact number to Paisley police station 

0141 532 5900

Contact number to Social work is

0300 300 1199

If this discovery relates to any breach of 
Environmental Health then contact should be 

made to Renfrewshire Council.

Contact number for Renfrewshire Council is

0300 300 0300

and ask to speak to Environmental Services Fiona 
Hamilton.
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Working in Partnership with Parents/carers 
 
Parents/carers will be welcomed by a member of staff when collecting their child/ren from the 
service. Their views and comment are important to us as they will inform the improvement plan. 
Parents are encouraged to complete questionnaires which will be held as evidence and the 
outcomes or suggestions that have been made will be evaluated and fed back via quarterly 
newsletters. Planning for the service and the annual improvement plan will be shaped by 
consulting with all the stakeholders that have expected outcomes from the service. Open 
conversations and reasonable suggestions to improve the service will be taken on board at 
anytime during the year, these will be discussed by management and implemented if they 
benefit the children’s development and or wellbeing. Parents/carers will be encouraged to 
spend time in the facility and accompany children on outings. Children’s “all about me” books 
are available at anytime for parents to view. Care plans and data checks are completed bi-
annually and will encourage a communication route between key worker and the family. 
 
Parents, along with the community will be invited to the annual AGM and offered to join the 
Board of Directors if they should ask to do so. 
 

Working in partnership with children 
 
Each child will have a care plan and will consist of an introduction page which is “All about me” 
this will be kept in a personal development folder which the child has access too.  
 
The children will be involved in planning activities and evaluating the activities keeping the 
evidence of any personal achievements out with this facility can be kept in their folder. Staff will 
also add to the folder with comments and feedback from observations. By including the children 
in their development, it will help them to recognise changes and the reaching of goals or 
personal targets, this will also reflect behavioural changes either for the positive or negative. 
Giving the children a voice is in line with their rights and the Health Care and Social Standards. 
Floor planning books will hold vital information reflecting on these key pieces of legislation. 
We have a play strategy in place that outlines the play theories that we adhere to and have a 
charter mark with Quality Scotland. We are members of The Scottish Out of School Network 
and use the resources and accredited schemes in order to ensure we are getting it right.       
 
 

Safe Healthy Active Nurtured Achieving Respected Responsible and Included (SHANARRI ) 

this forms part of the Wellbeing wheel and will be evident within KLAS Care C.i.C’s  policies 
and procedures. We as a company keep the children safe and protect them from harm by 
ensuring the service is regulated with The Care Commission and comply with the guidelines set 
out in the Health and Social Care Standards (2017) standards which take are reflective of what 
our services users need and get from our services.  We meet these standards to a high level 
and ensure the children are in a safe service using the SHANARRI indictors as detailed above. 
The environment meets all standards set out by Food Standards Agency and work place health 
and safety guidelines. The staff are all qualified and registered with Disclosure Scotland under 
the “Protection of Vulnerable Groups Scheme (PVG)” and are registered with the SSSC which 
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in turn ensures that we adhere to the codes of practice. Management and Leadership ensure 
that the child is listened too, involved, achieving and nurtured in order to achieve their full 
potential, this also applied to the staff. As good practice the key elements of The Curriculum for 
Excellence (Scottish Executive, 2004) will be considered for us to promote a culture of 
confident individuals, effective contributors, successful learner and responsible citizens.  The 
Wellbeing wheel and the “my world triangle (illustration below) displays a tool and guidance to 
ensure that child is at the centre and all of their needs and rights are being met. 
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  Confidentiality Policy  
  
All personal information will be kept confidential this includes staff and children and will not be 
given out to any one without consultation with the parent or person that is involved. No 
discussion will take place about any individuals that are connected to the facility out with KLAS 
care C.i.C; any discussion within KLAS care C.i.C will remain within KLAS care C.i.C and 
always in context. The only exception to this would be in connection with some types of abuse 
then confidentiality will be compromised but only in line with our protection policy and in case of 
emergency where a life threatening situation has occurred. 
  
KLAS care C.i.C staff will always be conscious to provide an environment which is; 

• safe 
• nurtured 
• healthy 
• achieving 
• active 
• included 
• respected, and 
• responsible 

All of these values reflect how users will feel about our service and confident that we are 
committed and accountable for everyone involved with KLAS care C.i.C. 
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Inline with GDPR we are registered with the ICO (information commissioners office) and have 
developed a process which is controlled by a data map. All of which can be viewed by request.  
GDPR compliance forms are contained within the enrolment pack and as such this date is 
transferred onto our self-managed data system. 
 
Emergency procedures 
 
CHILDREN: 
Each child will be registered as present by a member of staff.  A list of expected children will be 
given to staff by management. If a child is absent and phone call has not been received by 
KLAS Care C.i.C then an enquiry at the school office has to be made then a call home to 
ensure the child is absent for a valid reason. If the child cannot be located then he/she will be 
reported as missing to the police. No child can attend KLAS care C.i.C without a contract being 
signed by a parent previously, and money received in advance from a parent/carer. In the case 
where a child arrives without prior notification he/she will be taken to the school office at which 
point school procedures will be implemented to ensure a parent/guardian are contacted to 
collect the child. 
Children will only be released into the care of a previously named responsible adult.  Staff have 
the right to refuse handing the child over to anyone who is not on record, or to a minor (child 
under 16 years old), or to anyone who is incapacitated and incapable of looking after a child 
due to alcohol or drug taking. In these cases parent/carer or emergency contact will be asked 
to collect the child.  
Emergency contacts will be held by staff on the premises, and it is of paramount importance 
that these are kept up to date, including work and mobile numbers for all named parties in 
relation to the individual child.  If no one is contactable then the police and social work 
department will be contacted and the child will be released into their care. 
 
Staff Emergency:  
The manager or assistant manager will contact standby staff.  Standby staff will consist of 
session staff that are already familiar to the facility and have their enhanced disclosure 
certificate with KLAS care C.i.C.   
 
Unsafe facility: 
Parent then emergency contact will be called to collect children as soon as possible.  Children 
will remain in the care of KLAS care C.i.C staff who will direct them to a safe area until 
collected by parent or emergency contact. If the facility is required to close temporarily then the 
manger will be responsible to find alternative arrangements. Parents and carers will be kept up 
to date by telephone calls or letters from the manager. 
 
 
Notification of unsafe facility prior to children’s access 
Linwood – If the facility becomes unsafe prior to access an alternative facility will be looked at, 
this will include neighbouring schools, churches and Renfrewshire Leisure facilities. This will 
only be in the case of a short-term fix.  
 
Johnstone – If the rented facility becomes unsafe contact will be made to community facilities 
to organise an alternative venue. If they cannot offer an alternative then community facilities will 
be looked 
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 at this will include: Johnstone Scout Hall, neighbouring schools, McMaster Centre, Linstone 
community facilities and Renfrewshire Leisure facilities. 
 
 
If alternative accommodation is found it will remain the responsibility of KLAS Care staff to 
travel to work and present themselves for normal duties, the children will be transported safely 
to the alternative and parents will be kept upto date with changes, in all cases full fees are 
payable unless no accommodation can be found.    
 
Exit Strategy:  
 
In the event that KLAS Care C.I.C ceases trading then all parents will be given an up to date 
list of out of school care facilitate that are located within the local area. Staff will be given notice 
of termination of employment and legal procedures will be followed. Alternative out of school 
facility information will be gathered from Renfrewshire Councils Child care partnership 
department who hold all information regarding regulated services within Renfrewshire.  
The Care Inspectorate will take 3 months to act on any instruction to cancel the registration 
during this time KLAS Care C.I.C will dispose of any assets to a community group that has 
similar aims and objectives this will be in line with our Articles of Association and 
memorandums. Company House will be notified and correct procedures will be adopted. KLAS 
Care C.I.C will remain committed to providing the best possible service during this time and will 
help parents and children to find alternative care that suits their needs. 
 
Travel Policy 
 
 
Outings (Term time) 
 
Outings will be by prior arrangement and completion of “outings permission trip” will be 
completed by the adult in charge of the child. Outings will be of benefit to the children in a way 
that reflects the play policy and health and wellbeing policy. A safe ratio is 1 staff member to 8 
children on identified trips or where children attending need extra support, we will aim to 
practice a 1-5 ratio. Children will be expected to be courteous and polite when out with KLAS 
Care C.i.C. If any unacceptable behaviour is demonstrated by any child this will result in them 
possibly being excluded from further outings. This will be discussed with parents and the child 
on return from the trip.  
As a local group, local facilities will be used and accessed by foot a full risk assessment (see 
risk assessments stored on the shared one drive) will take place before the outing, taking 
account of safe road crossings, access to toilet facilities and any dangers that may need to be 
avoided or staff and children made aware of. This includes sharp objects, fruit and thorns and 
plant that may cause skin irritation on the roadside or nature pathways, other pedestrians, 
animals both domestic and farm and adverse weather. 
KLAS Care C.i.C staff will always take the children on outings that are well planned and 
organised and that staff and parents adhere to the procedures for outings as detailed in this 
statement: 
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• Children can participate in local outings that do not require transport providing that 
parents have agreed for their child to take part in all outdoor activities organised by 
KLAS Care C.i.C during enrolment. 

• All outings out with the local area require a specific consent form for each outing. 

•  All buses must have appropriate seatbelts fitted. 

• During Covid 19 pandemic a community minibus will be hired to transport the children 
and staff both during term time and play schemes.  

• Staff must complete outings registers and a copy must remain in KLAS Care C.i.C and 
a copy will be with outing staff this will include emergency contact details. 

• Access to the shared one drive will be on KLAS Care C.i.C mobile telephone which will 
be taken to all trips by the most senior staff member. This phone has a passcode on it 
that is known to staff only.  

• Where parent helpers have came along to help, they are only responsible for their own 
children unless other arrangements have been made and all parties are happy with the 
planned arrangement.  

 
 
 
 
Outings (Playscheme) 
 
All outings that form part of play scheme activities do not require any special permission slips, 
the nature of play scheme is to facility learning through accessing different method of 
engagement, this includes pupil transport and public places. Advance notice will be given on 
trips and the carer can decide on the attendance of the child. Risk assessments and travel 
arrangements are held in a folder labelled “playscheme risk assessments” 
 
 
Forest School   
 
Outdoor learning and access to the local forest areas is a priority for KLAS Care C.i.C Linwood, 
some activities will be transferred to KLAS Care C.i.C Johnstone when Forest Leaders are 
available as these are staff are peripatetic and identified areas have been assessed, this has 
not been done as of July 2021. Accessing Forest School activities will be part of the curriculum 
set out through planning during term time and play scheme for the whole service. Qualified 
Forest School Leaders will pre-plan activities and risk assessments, all details regarding Forest 
School can be found on the Forest School Handbook held on the shared one drive (paper 
copies available on request). Identified Forest Schools areas are detailed below these can 
change depending on weather, time, staff availability and time of year. 
 

1. Moss road Forest and travel arrangements– This is located between the On-x and the 
Moss Road in Linwood, this area covers around one acre of trees, bushes and nature 
walks. This area is used by local and is maintained by the community. There is an 
associated risk assessment for this area held on the shared one drive under Forest 
School. This site can only be accessed by foot the closest road is Moss Road, all 
equipment will be transported by car or minibus to Moss Road and then carried to the 
site by staff and children.  
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2. Cycle Path and travel arrangements- Access to the cycle path from KLAS Care Ci,iC 
Linwood is by foot. This area is maintained by Sustrans community group. Routes are 
signposted and a well-maintained pathway is safe and accessible all year round.  

3. Linwood wild meadow and travel arrangements- This area is situated between KLAS 
Care Linwood and Linwood High School. Access to this area is by foot there is a gate 
from KLAS Care’s play area, so direct access is by this route. This area is used by 
locals and is maintained by Renfrewshire Council. Permission has been granted to 
use this area and supported by local Councillors.    

 
Complaints Procedures 
 
 
Complaints will be taken very seriously and every effort will be made to sort out the problem 
immediately, by discussing the problem face to face with any member of staff.  If discussing the 
matter fails to resolve the problem or you are still unhappy then a letter should be written to the 
manager. If the complaint is relating to the manager then a letter to the Board of Directors will 
be advised by a manager. If the complaint is relating to all management, staff and/or the setting 
as a whole then a letter or a telephone call to the Care Inspectorate directly is required, 
address and telephone number is detailed below.   
Management ask that all complaints should first be made verbally or in writing to a member of 
staff and allow the problem to be discussed and a reasonable approach be taken by all 
involved on both sides.  The manager or assistant manager will investigate the complaint taking 
a non bias view, discussing the problem and working out the solution, they will have 3-5 
working days to do this.  Every effort will be made to resolve the matter in a professional manor 
and allow everyone a fair hearing.  
 
Care Inspectorate address is; 
 
Care Commission 
Renfrewshire House 
Cotton Street 
Paisley 
PA1 1BF 
 
Local Care Inspectorate contact number 0345 600 9527 
Website: http://www.careinspectorate.com/ 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.careinspectorate.com/
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Behaviour Policy 
 
We believe children, parents and staff are all equal partners in adopting a positive relationship 
in dealing with behaviours that are causing a problem during their time in KLAS Care C.i.C. 
 
KLAS Care C.i.C staff have a responsibility to ensure the children that attend the facility have 
an all-round positive learning experience during their time in out of school care.  This includes 
them being in a safe environment without disruption or disturbance. We will do this by engaging 
with parents and children to ensure we are meeting everyone’s needs. 
 
A drop in behaviour will result in a parent and staff consultation.  
 
Unacceptable behaviour which includes bullying will not be tolerated, this includes staff and 
children. It is illegal for staff to smack a child under the 2004 Children Act more information 
relating to parents smacking children and how the law is interoperated can be found by 
accessing: http://www.protectingchildren.org.uk/cp-topics/disciplining/smacking-assault/ 
 

• Children: Bullying will lead to parents/carers being consulted and if a resolution cannot 
be found or an agreed strategy put in place then the individual may be removed from 
KLAS Care C.i.C. 

 

• Staff: Bullying will be taken seriously and will be dealt with by a senior member of staff 
or the Board of Directors.  In line with the terms and conditions of their written 
statement of employment proceeding will commence with a verbal warning. This 
ultimately may lead to a termination of contract. 

 
A positive behaviour management approach will be used at all times, this will be praising good 
behaviour and dealing with unacceptable behaviours. Through consultation with parents we will 
try and reach a balance that will make the child a happy considerate individual. This will include 
a behaviour plan that is fitting to the child’s need. The child will be included in the planning of 
his/hers behaviour strategy and will be included in discussions that are affecting him/her.   
In general difficult behaviours will be dealt with in a positive manner by praising good and 
ignoring bad.  
Depending on the behaviour difficulty a third party may get involve i.e. school, psychologist or 
behaviour expert. In most cases the problem will be worked through but if no progress is made 
regardless of help, then the child may be excluded from the care service, this is of course if all 
else fails.  
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Behaviour Management Policy 
 
 
In KLAS Care C.i.C we believe that all children are individual, and it is important for them to 
build self-esteem and encourage positive behaviour. We encourage all our children to: 
 

• Treat others with respect  

• Treat others in the same way as you would be expected to be treated yourself. 

• Be polite and courteous to visitors, staff and other children 

• Welcome each other and include everyone in the social activity of play. 
 
Bullying and Harassment statement 
 
 
Bullying behaviour will not be tolerated at any level. A collaborative approach to ascertain and 
address the behaviour will be coordinated by the child care manager and addressed at the 
appropriate level. 
 
Bullying can result in life changing events; early intervention and a full understanding of what 
bulling is must be identified with the individual/s involved.  
 
Bullying is a serious and often has a criminal content and as such all evidence must be 
gathered, discussed and reviewed.   
 
Bullying must not be confused by unacceptable levels of behaviour or a personal account of 
what is unacceptable.  
 

There is no universal definition of bullying; however, it is widely agreed that bullying is a 
subcategory of aggressive behaviour characterized by the following: 

• hostile intent (i.e., the harm caused by bullying is deliberate, not accidental), 

• imbalance of power (i.e., bullying includes a real or perceived power inequity between the 
bully and the victim), and 

• Repetition over a period of time (i.e., more than once with the potential to occur multiple 
times). 

• victim distress (victim suffers mild to severe psychological, social or physical trauma) and 

• Provocation (bullying is motivated by perceived benefits of their aggressive behaviours). 

 

BULLYING AND HARASSMENT POLICY  

  
Introduction 

Harassment and bullying can have very serious consequences for individuals and the 
Organisation. Harassment or bullying may make people unhappy, may cause them 
stress and affect their health and family and social relationships, may affect their work 

https://en.wikipedia.org/wiki/Aggressive_behavior
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performance. Severe cases of harassment and bullying can even lead to mental health 
issues.  

  

Employees found guilty of harassment or bullying may face disciplinary penalties, up 
to and including dismissal, could be personally liable to pay compensation in legal 
claims, and may find their own family and social relationships are adversely affected. 
Serious harassment may be a criminal offence. 

  

Our Commitment 

  

The Organisation is committed to creating a work environment free of harassment 
and bullying, where everyone is treated with dignity and respect. 

  

The Organisation will not tolerate bullying and harassment of any kind. All allegations 
of bullying and harassment will be investigated and, if appropriate, disciplinary action 
will be taken.  

  

The Organisation will also not tolerate victimisation of a person for making allegations 
of bullying or harassment in good faith or for supporting someone to make such a 
complaint. Victimisation is a disciplinary offence. 

  
The Scope of this Policy 

This policy covers bullying and harassment of and by employees, volunteers, children 

and their parents, and anyone else engaged to work at the Organisation, whether by 

direct contract with the Organisation or otherwise. 

The policy covers bullying and harassment in the workplace and in any work-related 
setting outside the workplace, e.g. business trips and work-related social events. 

  
Training 

The Organisation will provide training to all existing and new employees, volunteers 
and others engaged to work at the Organisation to help them understand their rights 
and responsibilities under this policy and what they can do to help create a working 
environment free of bullying and harassment.  

  

Review 

  

The Organisation will review the outcomes of cases where complaints of bullying and 
harassment have been made to check that the proper procedures have been followed 
and to identify any points that can be learned from those cases and implement any 
necessary changes. 

  

Bullying and Harassment Procedure 

  

Informal Action Prior to Invoking Formal Procedure 
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• It may be possible to sort out matters informally.  

  

• This may be achieved by arranging a discussion/meeting 

with the alleged harasser.  

  

• The person may not be aware that his/her behaviour is 

unwelcome or upsetting and an informal discussion may 

help him/her to understand the effects of his/her 

behaviour and agree to change it. 

  

• If the individual feels uncomfortable approaching the 

alleged harasser the approach may be made on their 

behalf by a line manager or a member of the board. 

  

• The alleged harasser should be told what behaviour the 

employee finds to be offensive and/or unwelcome, and be 

told that a formal complaint may be made should the 

unwanted behaviour continue.  

  

• These meetings will be held in a respectful, confidential 

and non-confrontational manner to allow the perspective 

of both employees to be heard. 

  

The Formal Procedure 

  

• If an informal approach does not resolve matters, or the 

situation is too serious to be dealt with informally, then a 

formal complaint should be made using the 

Organisation’s Grievance Procedure. 

  

Serious cases 

  

In some cases, a criminal offence may have been committed and it may be appropriate 
to report matters directly to the police.  

  

What is bullying and harassment? 

  

Bullying is offensive, intimidating, malicious or insulting behaviour, and/or an abuse 
or misuse of power that serves to undermine, humiliate or injure the person on the 
receiving end. 
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The Equality Act 2010 defines harassment as unwanted conduct related to relevant 
protected characteristics, which are sex, gender reassignment, race (which includes 
colour, nationality and ethnic or national origins), disability, sexual orientation, 
religion or belief and age, that: 

  

• has the purpose of violating a person's dignity or creating an intimidating, 
hostile, degrading, humiliating or offensive environment for that person; or  

  

• is reasonably considered by that person to have the effect of violating his/her 
dignity or of creating an intimidating, hostile, degrading, humiliating or 
offensive environment for him/her, even if this effect was not intended by the 
person responsible for the conduct.  

  

Conduct may be harassment whether or not the person behaving in that way intends 
to offend. Something intended as a "joke" may offend another person. Different 
people find different things acceptable. Everyone has the right to decide what 
behaviour is acceptable to him/her and to have his/her feelings respected by others.  

  

Behaviour which any reasonable person would realise would be likely to offend will 
be harassment without the recipient having to make it clear in advance that behaviour 
of that type is not acceptable to him/her, e.g. sexual touching.  

  

It may not be so clear in advance that some other forms of behaviour would be 
unwelcome to, or could offend, a particular person, e.g. certain "banter", flirting or 
asking someone for a private drink after work. In these cases, first-time conduct which 
unintentionally causes offence will not be harassment but it will become harassment 
if the conduct continues after the recipient has made it clear, by words or conduct, 
that such behaviour is unacceptable to him/her. 
Harassment may also occur where a person engages in unwanted conduct towards 
another because he/she perceives that the recipient has a protected characteristic 
(for example, a perception that he/she is gay or disabled), when the recipient does 
not, in fact, have that protected characteristic. For example, it would be harassment 
for an individual to tease repeatedly an individual because of an incorrect belief that 
that the recipient is deaf. Similarly, harassment could take place where an individual 
is bullied or harassed because of another person with whom the individual is 
connected or associated, for example if his/her child is disabled, wife is pregnant or 
friend is a devout Christian. 

  

Harassment also includes circumstances where an individual is subjected to unwanted 
conduct from a third party, such as a client or customer. For example, it might be that 
a client makes a series of racist remarks to a black employee. If an employee feels that 
he/she has been bullied or harassed by students, suppliers, vendors or visitors, he/she 
should report any such behaviour to their manager who will take appropriate action. 
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Bullying or harassment of students, suppliers, vendors or visitors or others will be 
dealt with through the disciplinary procedure. 

  

A single incident can be harassment if it is sufficiently serious. 

  

All bullying and harassment is misconduct and is a disciplinary offence which will be 
dealt with under the Organisation's disciplinary policy. Bullying or harassment will 
often be gross misconduct, which can lead to dismissal without notice. 

  

Bullying or harassment will constitute unlawful discrimination where it relates to one 
of the protected characteristics, which are sex, gender reassignment, race (which 
includes colour, nationality and ethnic or national origins), disability, sexual 
orientation, religion or belief and age. Serious bullying or harassment may amount to 
other civil or criminal offences. 

  

What is Victimisation? 

  

Victimisation is subjecting a person to a detriment because he/she has, in good faith, 
complained (whether formally or otherwise) that someone has been bullying or 
harassing him/her or someone else, or supported someone to make a complaint or 
given evidence in relation to a complaint. This would include isolating someone 
because he/she has made a complaint or giving him/her a heavier or more difficult 
workload. 

  

Provided that you act in good faith, i.e. you genuinely believe that what you are saying 
is true, you have a right not to be victimised for making a complaint or doing anything 
in relation to a complaint of bullying or harassment and the Organisation will take 
appropriate action to deal with any alleged victimisation, which may include 
disciplinary action against anyone found to have victimised you. 

  

Making a complaint that you know to be untrue, or giving evidence that you know to 
be untrue, may lead to disciplinary action being taken against you. 

  

Examples of Bullying or Harassment 

Bullying and harassment may be misconduct that is physical, verbal or non-verbal, 

e.g. by letter or email. 

Examples of unacceptable behaviour that are covered by this policy include (but are 

not limited to): 

• ridiculing or insulting someone or making demeaning comments or jokes 

about a person's appearance or of a sexual or racial nature or about an 

individual's age, disability, sexual orientation or religion including unwanted 

nicknames. 

• spreading malicious rumours about someone 
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• picking on someone, setting him/her up to fail, or making threats about 

someone's job security without good reason;  

• isolation or non-cooperation at work or deliberately excluding someone from 

social activities involving the immediate work group.  

1. ignoring an individual because he/she is perceived to 

have a protected characteristic when he/she does not, in 

fact, have the protected characteristic), e.g. an 

employee is thought to be Jewish, or is perceived to be a 

transsexual;  

 

• excluding an individual because he/she is 

associated or connected with someone with a protected 

characteristic, e.g. his/her child is gay, spouse is black or 

parent is disabled; 

 

Specific examples of sexual harassment may include: 

 

• unwelcome sexual advances or physical conduct 

ranging from unwelcome touching to serious assault.  

 

• the offer of rewards for going along with sexual 

advances, e.g. promotion or access to 

training/development opportunities;  

 

• threats for rejecting sexual advances, e.g. 

suggestions that refusing advances will adversely affect 

the employee's employment security or conditions. 

 

What it is not 

 

• any reasonable management request; 

 

• taking measures to manage capability when a 

member of staff is not achieving agreed standards. 

 



                                                                          
 
 

             

42 | P a g e  

 

• disciplining a member of staff appropriately 

following an incident of misconduct if done through the 

correct University procedure. 

Preventing Bullying and Harassment 

  

We all have a responsibility to help create and maintain a work environment free of 
bullying and harassment. You can help to do this by: 

• being aware of how your own behaviour may affect 

others and changing it, if necessary - you can still cause 

offence even if you are "only joking";  

• treating your colleagues with dignity and respect;  

• taking a stand if you think inappropriate jokes or 

comments are being made;  

• making it clear to others when you find their behaviour 

unacceptable, unless it should be obvious in advance 

that this would be the case;  

• intervening, if possible, to stop harassment or bullying 

and giving support to recipients;  

• making it clear that you find harassment and bullying 

unacceptable;  

• reporting harassment or bullying to your manager or 

human resources and supporting the Organisation in the 

investigation of complaints; and  

• if a complaint of harassment or bullying is made, not 

prejudging or victimising the complainant or alleged 

harasser.  

• Managers have a particular responsibility to: 

o set a good example by their own behaviour;  

o ensure that there is a supportive working environment;  

o make sure that staff know what standards of behaviour 

are expected of them;  

o intervene to stop bullying or harassment; and  

o report promptly to human resources any complaint of 

bullying or harassment, or any incident of bullying or 

harassment witnessed by them.  
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Health, Safety and Well Being Policy  
 
The health, safety and well being of every user of KLAS Care C.i.C is of high importance. We 
will promote a healthy eating active living programme which will encourage the children to think 
about what choices they have and why the correct choice is so important i.e. eat well stay well. 
 
A healthy snack will be offered. Children will be encouraged to try new food; ideas for these 
foods will be gathered through planning and themed with activities or time of year. Water will be 
freely available. We will provide refreshments that will accommodate any cultural or specific 
needs. 
 
An activity program will be on going and children will be encouraged to take part. We aim to 
make these sessions fun and consult with the children what they would want activities to 
consist of; Team building and taking turns will be encouraged. The outside play areas will be 
used (see attached appendix for parent’s permission) weather permitting. If activities are 
indoors then appropriate activities will take place, this might include for example dance, drama, 
and curling. A full program of activities will be put together through consultation with children 
and adults, we will have a suggestion board in the play room and this will be looked at 
regularly.   
 
The play areas have been inspected by an environmental health officer and an up to date 
certificate will be on display. Staff will be qualified in food handling and preparation. We will 
have access to two sinks one for cleaning paint trays, glue, hands and general use for the play 
room, a second sink will be used to prepare snacks this will comply with Environmental 
Services. A separate hand washing portable sink is situated for the sole use of hand washing. 
The portable unit has a tank that collects the used water this must be emptied daily.   
 
Johnstone - Heat and light testing remains the responsibility of Renfrewshire Council contact 
initial contact is with school janitor. Records are kept at Renfrewshire Council, Clark Street, and 
Paisley. Fire alarm tests both notified and unannounced will be controlled by the janitor; all 
records are kept at the school office with copies held in KLAS Care C.i.C which are signed off 
by the janitor/head cleaner/person covering the position of janitor/head cleaner. The test will be 
at least once during each term. Children will be aware of muster points and the evacuation 
process.  A control sheet and record of fire evacuation is kept with the risk assessments within 
KLAS Care C.i.C.  
 
Linwood – Heating and Lighting remains the responsibility of KLAS Care C.i.C as it the 
maintenance of all equipment. Maintenance contracts are set up and an annual review will take 
place accordingly. Fire safety will be controlled by KLAS Care staff and regular evacuation 
tests will take place.  
 
Staff will be training in First Aid and a full first aid kit will be on site, parent’s signature is 
required to give permission for child to receive first aid this will be covered in the initial 
enrolment form. Parents will be asked to give permission to use sticky plasters on initial 
enrolment. 
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MEDICATION POLICY 
 
Only medication that is prescribed by a medical practitioner will be administered to any child.  
In the case of asthmatic children then inhalers and aero-chambers/spacers can be held in the 
play room with name tags secured to them, these will be administered as instructed by 
prescription.  If the child can use the inhalers by themselves then they will be allowed to do so. 
Only in cases where a course of antibiotics has to be finished will medication be administered 
by staff. In these cases the medication administration forms will be completed and held in the 
child’s file, an example of this is attached. Creams or painkillers will not be freely administered 
and will only be administered when prescribed by a medical practitioner, no over the counter 
medication will be stored or administered by staff. 
All 1st doses of medication must be administered by parent/carer, this is to ensure no adverse 
reaction or allergic reaction occurs. Medical administration proforma 1st dose must be 
completed by parent or carer then all other doses given either in KLAS care C.i.C or at home 
until the course of the medication is finished. Staff will be training in First Aid and a full first aid 
kit will be on site, parent’s signature is required to give permission for child to receive first aid 
this will be covered in the initial enrolment form. Medication administration forms must be 
reviewed every three months or before if required to do so i.e a change in dose or medication. 
 
All paper work relating to the child will be held in their file. Please refer to this file for 
SHANARRI indicators relating to the child’s wellbeing. “Health” forms part of their wellbeing and 
as such the child’s file will contain information regarding individual children and detailed 
information regarding times, dates, mediation and signature of who administered the 
medication.  
 
Smoking Policy 
 
In line with the Smoking, Health and Social Care (Scotland) Act 2006 KLAS Care C.i.C parents 
and staff are not permitted to smoke in the building or within the perimeter of the registered 
building. 
 
Fire/ emergency evacuation procedures 
 
As detailed on the attached “Fire safety check list” all areas have been checked and form part 
of our risk assessment procedures. 
 
Johnstone – St’Anthony’s Primary School fire alarm system has pressure pad sensors fitted 
and each class room and corridors have pressure pad units fitted. Smoke detectors have been 
installed in all class rooms and in common use areas. In accordance with our lease agreement 
with Renfrewshire Council section 22 of the said lease agreement clearly states a fire drill will 
take place every term. The dates for this to take place will be agreed annually, the agreed 
dates and times will be between the head teacher, KLAS care C.i.C management and the 
janitor all of which will be given a record of dates. The janitor must sign KLAS care C.i.C 
records to show that the drill has taken place.  KLAS care C.i.C fire drill log is held in the risk 
assessment folder.   
 
In the event of fire or an emergency that results in an evacuation of the premises each child's 
primary contact will be telephoned and the children will be kept in a safe location identified by 
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the fire services or janitor until an authorised person (in line with child's contract) can collect the 
child. 
 
If required, counselling will be offered to anyone that is identified as being in need of this 
service.  
 
If required, alternative premises will be found and KLAS care C.i.C will continue to operate as 
normal. 
 
Fire/emergency Routine 
 

1. On hearing the fire alarm evacuate the premises quickly and quietly by designated 
emergency exit. 

2. Take room register and check all areas closing doors behind the last person to leave 
the classroom and or toilet area. 

3. DO NOT delay departure by collecting personal belongings 
4. Proceed to the assembly point, which is sign posted but is at the rear each play area. 
5. DO NOT re-enter the premises under any circumstances until instructed to do so by 

fire service, Head/Depute head teacher/head janitor.  
6. On hearing the fire alarm, dial 999, ask for the Fire Service and give name and 

address of premises. 
7. On completion of the 999 call, leave the premises quickly and quietly by the nearest 

exit with master register. 
8. If you discover a fire activate the fire alarm by depressing the emergency pads that are 

located throughout both Linwood and Johnstone facility. 
 
Collection of Children from facility 
 
 
At enrolment parents are asked to give details of all responsible adults who are permitted to 
collect children. 
 
Unknown adults, whose details are not included on the enrolment form, will not be allowed to 
remove children until a member of staff has telephoned the parent or emergency contact to 
confirm that permission is given. 
 
When a child is not collected at the usual time, parents will be contacted by telephone. If 
parents/carers cannot be contacted, staff will telephone one of the child emergency contacts. 
 
Where no one is immediately available to collect a child, KLAS Care C.i.C will look after the 
child until arrangements can be made. 
 
In the situation where staff have not been able to contact parents and the child has not been 
collected at 18.30 that is 30 minutes after KLAS Care C.i.C has closed, staff can contact the 
out of hours social work service.  
 
When staff are collecting children from schools, they will have a list of children who must be 
collected. No other child shall be allowed to be collected and must be taken to the appropriate 
school office, where a phone call to the parent is made to ascertain if the child must be taken to 
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KLAS Care. If a child that is on the list but is not waiting to be collected then a phone call must 
be made to the appropriate school office and parent to enquire if the child has attended school 
on that day. A phone call to the manager in charge of KLAS Care c.i.c must be made on all 
occasions and they will be responsible to sort the problem out. 
 
When children are being collected by bus then the escort will be given a list of children to be 
collected and a copy of the behaviour policy, this will ensure procedure is followed and all 
children and adults are aware of the behaviour standard that is expected. Where a child is 
misbehaving then a report to the parents will be made and possible exclusion will be instructed.  
 
Parents must remain in the foyer and staff will ensure the child are handed over to them with 
anything that belongs to them. If parents want to have a discussion that would span more than 
15 minutes, then an appointment must be made, and we would follow the visitor's policy and 
procedure set out.  
 
Visitors Policy 

 

 

Any visitor to the facility must make an appointment with senior management. There are varied 
reasons for visits to take place: 
 

1. Parent and child request a visit during a play session. Senior play leaders will make the 
choice as to when the visit should take place.  

2. Potential community group visiting to ascertain if the facility would be suitable for their 
planned activity. Management will make the decision when this visit takes place as 
consideration must be made whether it is suitable for the visitor to be present at the 
same time as the children.  

3. SVQ and other bodies relating to qualification that staff and children are taking. This 
will be considered by the management and the participant when a suitable time is. 

4. Volunteers or potential staff, management will organise and facility these visits.  
 
Exemptions: 

1.  Care Inspectorate 

2.  Environmental Services 

3. Fire safety officers 

4. Children services  

5. Child protection agencies  

6. HMRC 

7. Scottish Social Services Council 
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Illness 
 
 
In cases of illness, parents are asked to consider incubation and exclusion period that are 
defined by a health practitioner. Children will not be allowed to attend KLAS care C.i.C if the 
child is within the incubation or exclusion periods of the illness. Information can be found on the 
wall display within KLAS care C.i.C or by accessing the guidance on infection control in school 
and other child care settings (2010) on http://www.who.int/topics/diarrhoea/en/  
 
If a child becomes ill at KLAS Care C.i.C the first available emergency contact will be notified 
by telephone and the child will be kept safe until someone is able to pick the child up. In the 
event of an emergency an ambulance will be called and a member of staff will accompany the 
child. 
 
If a staff member becomes ill they must inform colleagues as soon as possible if they are to be 
excluded from attending work this is to give ample time to arrange staff cover. More information 
on the rights staff have while off sick can be found in the staff hand book or by contacting the 
local benefit office. 

 

Staff have all been trained on how to use PPE equipment and where it is stored. All training is 
recorded on the data base and updated when required.  

 
Settling in policy 
 
KLAS Care C.i.C ensures that children feel welcomed in the facility from the first day. 
 
We understand they are individuals and are coming from a range of backgrounds, bring 
different experiences and as such, some may take longer the settle. To help ease this transition 
we will: 
 
 

• Invite them to attend at the enrolment with their parent/carer. 

• Invite them to spend some time in KLAS Care C.i.C with parent then without leading up 
to full sessions. 

 
The staff and other children are aware that their approach to new children and will be sensitive 
to their needs. 
 
Where a child is finding it hard to settle discussions with parents will able us to build a picture 
and bond with the child. 
 
Other children in the setting will be encouraged to welcome the new children and show them 
around. 
 
A Key worker is appointed, and the parent and child will be given to opportunity to meet with 
them as a point of contact.  The child will have a care plan set up using the information 
gathered from the contract and the meetings this is sharded with the child and the parent at 
least every 6 months.  

http://www.who.int/topics/diarrhoea/en/
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Responsibilities for Health and Safety 
 
It is the responsibility of the senior management team to keep staff up to date with health and 
safety procedures and the law that reflects this. Complying with the law and keeping staff up to 
date with any changes will be done through staff meetings, this may require a change in paper 
work this will be done within a reasonable time frame and everyone involved in the care of the 
children made aware of these changes. It is however the responsibility of each individual to 
ensure that they are up to date with changes and current procedures. To this end we will strive 
to ensure that: 
 

• We provide a safe and secure environment, in line with relevant legislation. 
 

• KLAS Care C.i.C is environmentally hygienic, pleasant and stimulating. 
 

• Staff take measures to control the spread of infection. 
 

• Regular risk assessments of the premises, equipment and activities are carried out. 
 

• All staff are aware of their responsibilities under the relevant health and safety 
legislation. 

 

• All required reporting procedures are in place. 
 

• KLAS Care C.i.C has a child protection policy. 
 

• Procedures are in place for dealing with and recording accidents and incidents. 
Accidents/Incident records are audited on a regular basis by senior management. 

 

• KLAS Care C.i.C have clear guidelines on the use, storage and administration of 
medication. 

 

• KLAS Care C.i.C promotes healthy eating and healthy lifestyles. 
 

• All staff are aware of emergency procedures. 
 

• This forms part of KLAS Care C.i.C’s maintenance strategy and quality assured by this. 
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Booking Procedures and Conditions 
 
 
A contract will be discussed and signed by manager and parent/carer. This protects the 
placement and also allows staffing to be correct in relation to ratios this is in line with The Care 
Inspectorate guidance (www.scswis.com). 
 
7 days notice is required to cancel placement or full fees will be charged in respect of pre-
booked placements. To reduce contractual hours either temporary or permanently 7 days 
notice must be given. Increased child care hours will be at the manager’s discretion. A waiting 
list will be kept where necessary and controlled by the management. The waiting list will be 
reviewed continually and these families will be offered any ad hock places that become 
available, until a permanent space becomes available.  
 
Contracts will be flexible and will meet the needs of the family, while we operate pay as you go 
fee structure we expect child care to be paid for that has been booked unless 7 days notice is 
received.  
All contracts will be reviewed every 6 months as this will ensure personal data details and 
emergency contacts are up to date. 
 
Staff to child ratios will be controlled and will remain the responsibility of the manager as do 
fees. Cash payments will be collected by management at all times. Any person failing to make 
payments will only lose their placement if a payment plan cannot be mutually agreed. 
Ultimately all fees must be paid. Extended contract hours will be considered where possible but 
if extension occurs on a regular basis or a pattern is obvious then contract will be changed. 

 

Regarding the facility being unable to provide a care service for any reason including closure 
due to outbreak of serious illness then fees are not payable. If the child or family have to self-
isolate fees that have already been paid will not be refunded but out 7 day cancelation policy 
will be implemented.   
A retainer fee can be charged to hold a child's place open, the up-to-date rate of this is held on 
our website www.klascare.com 

 

Volunteer Policy 

 

Statement 

 

Volunteers within KLAS Care c.i.c have the same rights as paid staff and as such is treated 
with the same respect. All staff is supernumerary to staff to children ratios and as such they will 
receive a full work experience and support from staff and management. Volunteers will have a 
PVG in place prior to commencing their placement and an induction will be conducted with a 
senior manager gathering and sharing important information this information will be stored in a 
staff file. At the end of the volunteering period a leaver’s destination questionnaire is completed 
by the volunteer. This information is used to track social impact and what transferable skills the 
volunteer is taking with them. 
Volunteers will be taken through every aspect of the business and shown how to evaluate, plan 
and risk assessment with the guidance of paid staff. 

http://www.scswis.com/
http://www.klascare.com/
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Funding will be source to aid with training that will benefit the volunteers. 

 

 Introduction 

  

Volunteering is a great way to share your enthusiasm, skills and ideas whilst having 
fun and meeting like-minded people. By volunteering you will be making a positive 
contribution to community development in our area. Volunteers are vital to our work. 

  

We recognise the added value that volunteers bring to our organisation and those 
who use our services. Volunteer involvement in this organisation does not replace or 
devalue the role of paid staff.  

  

Within the Organisation, volunteers are involved in: 

  

• Board of Directors/Management Committee 

• Play workers and support workers 

• Administration and caretaking roles 

  

the Organisation aims to have a reciprocal and mutually beneficial relationship with 
our volunteers; with their involvement informing and developing our work, and our 
work enabling individuals to learn skills and achieve personal development through 
their volunteering.  

  

The involvement of volunteers will be guided by the following principles of good 
practice: 

  

• the tasks to be performed by volunteers will be clearly defined, so that all everyone is 
sure of their respective roles and responsibilities; 

• the organisation will comply with the General Data Protection Regulations in the use of 
data held on all volunteers;  

• volunteering opportunities will complement rather than replace the work of paid staff 

• volunteers will be provided with regular opportunities to share ideas/concerns with a 
named contact in line with our Support and Supervision Policy;  

• all existing and future policies will be checked as to how they affect volunteers 

  

2. The Purpose of this Policy 

  

By adopting this policy the Organisation aims to:  

  

• highlight and acknowledge the value of the contribution made by volunteers; 

• reflect the purpose, values, standards and strategies of the organisation in its approach 
to involving volunteers;  

• recognise the respective roles, rights and responsibilities of volunteers; 

• confirm this organisation’s commitment to involving volunteers in its work; 

• establish clear principles for the involvement of volunteers; and 
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• ensure the ongoing quality of both the volunteering opportunities on offer and the work 
carried out by our volunteers; 

  

This policy provides an overview of the activities carried out by volunteers currently 
and provides a basis for the expansion, if required, for the role of volunteers alongside 
paid staff.  This document and the associated policy, procedures and guidance provide 
a framework for the involvement of volunteers.  

  

3. Recruitment and Selection 

  

The Organisation will adhere to its equalities and diversity policy when recruiting and 
selecting volunteers.  All potential volunteers will be asked to complete a volunteer’s 
application/registration form. Written task descriptions will outline time, 
commitment, necessary skills and actual duties. Where there is specific training 
required this will be highlighted as part of the recruitment process. Where there is a 
requirement for a Disclosure Check this will be highlighted as part of the recruitment 
process. All volunteers will be required to provide 2 references. Where individuals 
cannot be placed we will endeavour to refer them to another agency who can support 
them to find a volunteering opportunity.  

  

It does not matter how much you already know, as there will be opportunities to learn, 
and we have roles to suit every level of expertise. 
There will be an induction prepared and delivered by one of our staff. This will include: 

  

• Some information about the Organisation our vision, mission and our future 
plans; 

  

• the role of the volunteer; 

  

• introduction to some volunteers; 

  

• tour around our facilities and see some of our initiatives; 

  

• copy of all the relevant policies including this volunteer policy and also our 
Health and Safety, Expenses, Equality and Diversity and Conflict Management; 

  

• essential procedures such as timekeeping, rota; 

  

• information about training and ongoing learning opportunities  

  

There will be a trial period of four weeks to discover if we are suited to each other. A 
review will be made midway through the trial period and also at the end. This is not 
an assessment, it is just so that we can be sure that you benefit the most from the 
volunteering experience and maximise the time you are giving freely. 
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Support and Supervision 

  

Once placed, we will expect volunteers to comply with existing policies and 
procedures. All volunteers are covered under the Organisation’s Public Liability 
Insurance.  

  

All volunteers will have an induction to their volunteering which will involve an 
overview of the relevant policies and procedures. Following Induction, volunteers will 
have regular support and supervision meetings with a named contact to identify areas 
for development, or to discuss any issues. A record of these discussions will be held as 
part of the individual volunteer’s records. Volunteers can have access to their records 
at any time.  

  

Volunteers will be able to claim reasonable expenses for their volunteering in line with 
the Expenses Policy. Volunteers should discuss any planned expenditure prior to 
incurring this expense to ensure that it will be covered by the organisation.  

  

Where volunteers have holidays or other commitments which mean that they cannot 
attend their normal volunteering, they should advise their named contact to ensure 
that we can arrange alternative cover. If volunteers require a longer break from their 
volunteering, they should discuss this with their named contact. the Organisation will 
endeavour to be as flexible as possible to accommodate the needs of volunteers.  

  

Volunteers can access learning and development opportunities which are relevant to 
their volunteering role throughout their time with the Organisation. Opportunities for 
Learning and Development will form part of the discussions at support and supervision 
sessions.  

  

Problem Solving 

  

Where a concern is highlighted – either by a volunteer or about a volunteer, this will 
be dealt with using the organisation’s Disciplinary, Grievance and Dismissal Policy. 

  

Responsibility 

  

Overall responsibility for the implementations, monitoring and review of the policy 
and procedures lies with the head of business support this policy is the responsibility 
of all staff and volunteers within the organisation. 
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Play Policy 
 
1. 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 well being of individuals and communities.  
 
2. 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.  
 
3. The prime focus and essence of play work is to support and facilitate the play process and 
this should inform the development of play policy, strategy, training and education.  
 
4. For play workers, the play process takes precedence and play workers act as advocates for 
play when engaging with adult led agendas.  
 
5. The role of the play worker is to support all children and young people in the creation of a 
space in which they can play.  
 
6. The play worker's response to children and young people playing is based on a sound up to 
date knowledge of the play process, and reflective practice.  
 
7. Play workers recognise their own impact on the play space and also the impact of children 
and young people’s play on the play worker.  
 
8. Play workers choose an intervention style that enables children and young people to extend 
their play. All play worker intervention must balance risk with the developmental benefit and 
well being of children.  
 
You don't need to memorise the Play work Principles. An understanding of them and how your 
reflect them is more important in the play room. This policy should be read in conjunction with 
“play workers intervention policy” and  
 
 
A good example of demonstrating the play principles is; place large cardboard boxes and old 
sheets out for the children. 
The boxes and sheets are used by the children to make a den. The children thought up making 
a den for themselves. Play workers do not intervene except when asked to or when help is 
needed to get resources e.g. to provided scissors and sticky tape.  

 
Play Workers Intervention Policy 
 
Article 31(1) of the UNCRC (1989) states all parties must “recognize the right of the child to rest 
and leisure, to engage in play and recreational activities appropriate to the age of the child and 
to participate freely in cultural life and the arts”. Play workers intervention policy is read in 
conjunction with the “play policy” and should also relate directly to observation and reflection 
accounts. All of which contribute towards KLAS Care C.i.C’s “Play Strategy”. 
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With all children accessing their right to play they will also have the right to be respected and 
treated fairly within the play area. All play workers will encourage the children in the provision of 
play in an equal opportunities environment.    
 
Play workers intervention will only be acceptable when invited to do so by the children. KLAS 
Care C.i.C reflects “Montessori’s” approach to learning. This approach consists of mixed age 
groups engaging in the same uninterrupted blocks of play. The play is self directed and the 
children learn from each other, producing a culture that shares pedagogy knowledge and 
understanding. 
 
Play workers will never lead play and will only engage into play when invited to so by the 
child/ren.  
 
Play workers uninvited intervention will only be acceptable where danger is imminent and a risk 
of injury to the child involved or any other parties is the only outcome. 
 
Assessing risk, ensuring correct staff to child ratio is adhered to and pointing out the dangers is 
the play workers responsibility. We actively encourage the children to be aware of risk and 
approach it in a responsible manor. Consultation with the child/ren will be aimed at the 
identified risk and explained at a level that is suitable to both the child/ren and their 
understanding when the situation arises. What is important in the process is to look at what 
benefit will the child achieve if the activity was to go ahead i.e does the child developmental 
learning out weigh the risk. The child must be the beneficiary in assessing risk while at play; the 
child must also connect with the risk and plan accordingly.  
 
Children will be consulted in the planning process and suggestions made will be 
accommodated or an explanation why suggestions cannot be implemented. An evaluation of 
this process will be on the planning sheet. 
 
ADDITIONAL SUPPORT NEEDS POLICY 
 
KLAS Care C.i.C recognises and respects that each child has different need, physical, social, 
dietary or cultural.  We have a responsibility to accommodate those needs and to work in 
partnership with parents/carers and outside agencies as and when required to meet and to 
work in partnership with parent/carers and outside agencies as and when required to meet 
these needs.  Therefore we will in accordance with age and abilities of the children.  We will 
regularly review staff training in terms of special needs. 
Management will consult with outside agencies, for example, Doctors, Social worker, in this 
regard providing and receiving any information required to meet a child’s needs. 
KLAS Care C.i.C is open to providing children that have additional support childcare both 
before, after and during school holidays, providing the environment is such that the child will 
feel safe and be able to access all the activities to their advantage. Considering the children's 
needs generally means that, if the child attends mainstream school with extra support given as 
and when required during the school day, then they will be able to thrive in KLAS Care. Careful 
decisions will be made to ensure the environment is write for the child and an open and frank 
conversation with the care giver will take place at regular intervals. If the environment becomes 
unsettling for the child, then the contract will be terminated but not before conversations have 
taken place with the care giver.  
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Sun Awareness Policy 
 
To ensure that the children remain protected from the damaging effects of the sun (sunburn, 
premature ageing, photo dermatoses, actinic keratosis, skin cancer and cataracts) and 
continue to enjoy the safely, staff and parents will work together to achieve this through: 
 
Protection: 
Parents will be asked to provide KLAS Care C.i.C with a bottle of their own, clearly labelled sun 
cream which is suitable for use on your child/ren. Sun Cream will be used for exposed areas of 
skin. Sun cream should an SPF of at least 15+and also have a broad spectrum to protect for 
UVA and UVB rays. Sun Cream will be re-applied every hour during peak times (11am-4pm) 
and as required thereafter. Spare sun cream will be available for those who forget/cannot 
provide their own. We ask parents to replace their child(ren’s) sun cream yearly to ensure that 
the sun cream remains in date and safe for use.  
 
Clothing: 
Parents are encouraged to supply children with tops that cover their shoulders ( Vests and 
strappy tops are discouraged). During summer months children are encouraged to wear wide 
brimmed hats while outside, when the sun is strong, children will be encouraged to play in the 
shade.  
Permission for the staff to supervise/ assist children with the application of sun cream is 
included within the children’s contract and will be reviewed yearly. 
 
For further information, please visit  
http://www.sunsafeschools.co.uk 
or  
The Cancer Research UK sun protection Policy Guidelines for Primary Schools. 
 
Toilet, Potty, Nappy changing Policy 
 
What you need: 
 

A clean waterproof changing mat (Do not use if torn or broken) 
A Clean Nappy (Disposable or non-disposable. Nappy should be supplied by parent or carer) 
A tub of barrier cream (Provided by the parent/ Carer) tubs of barrier cream should not be 
shared. 
A plastic bag or nappy sack for the used nappy 
PPE for staff (Gloves, Disposable plastic apron) 
Waste bin for disposal of nappy 
 
Procedure: 
 
Staff should firstly protect themselves by wearing appropriate PPE Clothing 
 
Disposable nappy: 
Remove the nappy 
Put the dirty nappy in a plastic nappy sack.  
Bag should then be tied and put into a lined bin labelled ‘Used Nappies’ 

http://www.sunsafeschools.co.uk/
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The bin must have a lid and must not be located within the playroom or kitchen areas 
 
Re-useable nappy:  
Put the disposable nappy liner and soiling into the toilet (or put into a plastic nappy sack and 
disposed of) 
Re-useable nappy should be put into a bag, tied and labelled with child’s name. 
The bag should then be put into a sealed container (which is used only for that purpose) until 
collection by parent/Guardian. 
 
Cleaning and re-dressing of the child: 
Gently clean the child’s bottom using warm soapy water or disposable wipes remembering to 
rinse any soap away 
Dry the skin gently but thoroughly  
Check for nappy rash (if the child has a rash the parent/guardian must be informed at the end 
of the day) 
Dispose of gloves and put on a clean pair 
Apply the babies own barrier cream, then remove and dispose of gloves 
Put on a clean nappy  
Dress the child 
Wash child’s hands 
Return child to play area 
Clean the changing mat with detergent and water (if body fluids were present wear PPE) 
Wash your hands  
 
Redundancy Policy 
 

 

Purpose and Scope 
 
KLAS Care C.i.C recognises the importance of maintaining a stable and valued workforce.  
However, it is recognised that reorganisations and redundancies may become necessary at 
times in line with the business’ needs. The purpose of this policy is to outline how we will 
approach these situations to ensure affected employees are treated in a fair, consistent and 
non-discriminatory manner. 
 
This policy applies to all employees. It does not form part of any employee’s terms and 
conditions of employment and the Company may depart from it depending on the 
circumstances of the case. 
 
Measures to Avoid or Minimise Redundancy 

KLAS Care C.i.C will seek to avoid or minimise redundancies wherever practicable and 
appropriate. Measures could include:  

• Restricting the use of overtime  

• Redeployment as an alternative to redundancy 

• Restricting recruitment in areas where affected employees could be redeployed 

• Investigating the possibility of alternative working arrangements such as job sharing or 
flexible working  

• Reviewing the use of agency workers and self-employed contractors 
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• Inviting applications for voluntary redundancy or early retirement  
 
This is not an exhaustive list and, further, not all measures will be appropriate in each case.  
Measures will need to be assessed in line with business needs.      

 
Consultation 
 
KLAS Care C.i.C will keep affected employees informed as fully as possible about proposals 
for redundancies and will consult with those affected by any proposal and, where appropriate, 
appropriate representatives (such as a recognised trade union or employee representatives).    
 
KLAS Care C.i.C will consider any alternative proposals with a view to avoiding redundancy 
and reducing the number of employees to be made redundant. 
 
The redundancy process will be objective, transparent and fair.  KLAS Care C.i.C will not 
discriminate against employees on the grounds of any protected characteristic (gender, sexual 
orientation, marital or civil partner status, gender reassignment, race, colour, nationality, ethnic 
or national origin, religion or belief, disability or age).  Further, those working under part-time or 
fixed-term contracts will be treated in the same way as full-time employees.     

 
Suitable Alternative Employment and Trial Period 

  
KLAS Care C.i.C will assist where possible, employees in finding alternative employment.   
As part of the individual consultation process, any suitable vacancies will be discussed with the 
employee.  
Where an alternative job has been identified, offered and accepted, the employee will be 
subject to a minimum four-week trial period. The purpose of this period is to allow the employee 
and the Company to assess whether the new role is suited to the individual and whether they 
are capable of doing it.   
 
If after this trial period has been completed and both parties agree that the new position is 
unsuitable, the employee will be entitled to claim redundancy pay. Such pay will be calculated 
up to the date the original job was declared redundant. 

 
Time Off to Find Other Work 
 
Employees who are under notice of redundancy and who qualify for a statutory redundancy 
payment also have a statutory entitlement to a reasonable amount of time off to look for another 
job or to arrange training.  Such time off must be arranged in advance with KLAS Care C.i.C  
 
Statutory Redundancy Pay 
 
Provided that an employee has at least two years’ service, any employee who is dismissed by 
reason of redundancy will be entitled to a statutory redundancy payment. The statutory 
redundancy payment is calculated using a formula laid down by the Government.  

 
KLAS Care C.i.C shall notify the employee of any Statutory Redundancy Pay to which he/she is 
entitled.   
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[Enhanced Redundancy Pay [OPTIONAL] 
 

KLAS Care C.i.C may, in its absolute discretion, offer an enhanced redundancy payment.  Any 
such payment will [include/be additional to] the statutory entitlement above. 

Any payment of enhanced redundancy pay is at the sole and absolute discretion of KLAS Care 
C.i.C.   Employees have no contractual right to receive an enhanced redundancy payment.]  

 
Moving and Handling Policy 
 
Managers are responsible for informing staff of safe lifting techniques. Managers will identify 
specific training needs and ensure training in lifting and handling is provided to staff who 
require it. Managers will access on-line courses during training days and these will be from 
accredited sources. Training will be detailed on staffs data sheets in order for these to be kept 
up to date. 
 
Gifts Policy 

 

Managers/staff/directors working relationships may bring them into contact with outside 
organisations where it is normal business practice or social convention to offer hospitality, and 
sometimes gifts.  Offers of this kind to Managers/staff/directors or their families can place you 
in a difficult position.  Therefore no Managers/staff/directors or any member of his or her 
immediate family should accept from a supplier, customer or other person doing business with 
KLAS Care C.i.C, payments of money under any circumstances, or special considerations, 
such as discounts or gifts of materials, equipment, services, facilities or anything else of value 
unless: 
 

• They are in each instance of a very minor nature usually associated with accepted 
business practice. 

 

• They do not improperly interfere with your independence of judgement or action in the 
performance of your employment. 

 
In every circumstance where a gift is offered, the advice of your line manager must be sought. 
 

Record Keeping Policy 
 

KLAS Care C.i.C will operate systems for recording, analysis and presentation of information 
about accidents, hazard situations and untoward occurrences advice on systems will be 
provided by the managers, in conjunction, where appropriate with specialist advisory bodies for 
example local Environmental Health Departments, and the responsibility for the operation of 
these systems rests with managers and supervisors at all levels. Information obtained from the 
analysis of accident statistics must be acted upon and, where necessary, bids for additional 
expenditure made to the managers/directors. 
 
Reports to the Health and Safety Executive 
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The responsibility for meeting the requirements of the Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations 1985 to the Health and Safety Executive, shall rest with 
the managers. 
 

Record keeping for Employment Purposes 

 
KLAS Care C.i.C will attempt to ensure personel records are correct and as update as possible. 
All staff/ managers/directors must notify Kirsty MacKenzie/Lesley Compston immediately of all 
changes in the following personal information:  

 

• Name 

• Home address 

• Telephone number 

• Bank account details 

• Examinations passed/qualifications gained 

• Emergency contact 

• Driving licence penalties (if you are required to drive on Company business) 

• Criminal charge, caution or conviction 

• Conflict, or potential conflict of interest 
 

Personal data on employees is held in accordance with the provisions of KLAS Care C.i.C Data 
Protection Policy which will be made available for inspection by you if required. 
 
Data Protection and Access to Information 
 
KLAS Care C.i.C will comply with all statutory requirements of the Date Protection Act 1998 
and the General Data Protection Regulations(GDPR) effective as of 25th May 2018 by 
registering all personal data held on its computer and/or related electronic equipment and by 
taking all reasonable steps to ensure the accuracy and confidentiality of such information. 
 
The Data Protection Act 1998 protects individuals’ rights concerning information about them 
held on computer.  Anyone processing personal data must comply with the eight principles of 
good practice.  Data must be: 
 

• fairly and lawfully processed 

• processed for limited purposes 

• adequate, relevant and not excessive 

• accurate 

• not kept longer than necessary 

• processed in accordance with the data subject’s rights 

• secure 

• not transferred to countries without adequate protection 
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Employees can request access to the information held on them by KLAS Care C.i.C. All 
requests by employees to gain access to their personnel records should be made in writing. 
There is no charge for this service.   
 
Data Protection Regulations(GDPR) effective as of 25th May 2018  
 
Environmental Policy Statement 
 

The following is the policy of KLAS Care C.i.C with regards to its place within the environment. 

KLAS Care C.i.C and its staff will operate at all times showing due regard to global and local 
environmental considerations and issues. KLAS Care C.i.C will therefore conduct itself in such 
a manner so as to improve the environment or ensure that its operation minimises KLAS Care 
C.i.C's impact there on. Employees will observe policies in force at sites visited in the course of 
their duties. 

The Management and Staff is therefore charged with 

1) Ensuring that the daily operation of KLAS Care C.i.C does not constitute a nuisance to 
others. 

2) Correctly using equipment and facilities provided to ensure the safe and correct handling 
and disposal of materials and waste products. 

3) The economical use of all resources so as to minimise waste and take advantage of 
recycling schemes of general advantage to the community and the environment as 
appropriate. 

4) The containment and safe disposal and/or recycling of chemicals, liquids, solids and 
gases in accordance with good operating practices. 

5) Ensuring staff involved in the assembly and/or handling of products to be used in a food 
environment maintain the highest standards of personal and operational tidiness, 
cleanliness and general health and hygiene so as not to introduce a health or safety 
hazard to the environment. 

6) Promotion of environmental awareness and general encouragement for staff to raise 
issues of concern and make recommendations and offer ideas to the Management to 
improve KLAS Care C.i.C's performance.  

In addition, field staff will, at all times, observe the environmental policies and instructions 
issued by competent, recognised authorities when visiting customer sites and premises. If, in 
the event that such instruction would appear to contradict KLAS Care C.i.C policy statements, 
common good sense or create a potential environmental or safety hazard, staff are instructed 
to refer to his Director or Supervisor for advice before proceeding. 
 
Age Discrimination and Retirement Policy Statement 
 
 
Retirement Policy 

 
In line with current legislation KLAS Care C.i.C does not have an age where it expects 
employees to retire. It is however our policy to have regular workplace appraisal discussions 
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with all our staff where they can discuss performance and any development needs they may 
have, as well as their future aims and aspirations. Staff and their managers can also use this 
opportunity to discuss retirement planning should the employee wish to do so. 

 

You should ensure that you inform your line manager at least 6 months before you plan to 
retire to ensure all appropriate arrangements are made (e.g. sourcing a replacement, 
mobilising your Company pension etc.). 
 

 

Introduction and statement of intent 

• KLAS Care C.i.C is committed to ensuring that all employees are treated fairly irrespective 
of their age and has taken measures to ensure that it fully meets the requirements of the 
Employment Equality (Age) Regulations 2006.  

• Age will not be a factor in any decisions made concerning recruitment & selection, access 
to employee benefits, opportunities for promotion or training, performance management, 
application of discipline or capability procedures or selection for redundancy. 

•  

• Age discrimination and other equality policies 

• KLAS Care C.i.C demonstrates through its Equality and Diversity policy its commitment to 
ensure that all employees are treated fairly. The implementation of this policy will support 
and strengthen this commitment. 

•  

• Retirement 

• The normal retirement age at KLAS Care C.i.C is 65 for male employees and 65 for female 
employees.  The actual retirement date can be varied by mutual consent. 

• It is recognised that many employees may seek, by mutual consent, to retire at an earlier 
age.  

• Employees who do not wish to be retired at the normal retirement age have the right to 
request to remain in employment beyond this age and KLAS Care C.i.C will consider any 
request made. At least six months prior to the planned retirement date, but not more than 
one year, KLAS Care C.i.C will write to employees informing them of their projected normal 
retirement date and the process to be followed should they wish to request to continue 
working. Any request to remain in employment beyond the normal retirement date must be 
submitted to their Manager no later than three months before the normal retirement date. 

• If KLAS Care C.i.C agrees to the request to continue working, any extension of 
employment will normally be for a fixed period of one year. Employees who wish to work 
on beyond that fixed period will again have the right to request to remain in employment 
and the same process of consideration, as outlined above, will be followed with any further 
extensions normally being for a fixed period of one year. This process will be repeated 
until actual retirement takes place 

• KLAS Care C.i.C will consider all requests from employees to work on beyond the normal 
retirement age and any decision reached will take into consideration a number of factors 
such as workforce planning requirements, recruitment needs and training & development 
needs. 
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• Employees who are retained beyond the normal retirement date will still be subject to 
normal rules regarding Performance & Development Review, Competency, Conduct and 
Occupational Health. 

• Employees who have their request to work on refused will be entitled to appeal if they 
disagree with the decision. Any appeal will normally be heard by the next level of 
management. 
 
Advertising 
There will be no direct or indirect references to age in any recruitment adverts unless the 
requirement can be objectively justified. 
 
Recruitment and Selection 
The recruitment & selection process will be based on the skills and ability of the individual 
applicant and not their age. All employees involved in recruitment & selection will receive 
training to ensure compliance. The recruitment and selection policy will reflect the need to 
ensure age does not form part of the recruitment & selection process. 
 
Benefits 
KLAS Care C.i.C recognises that incremental pay progression and other service-based 
rewards are an acknowledgement of the increasing experience and loyalty of employees. 
Any such rewards will be in line with the requirements of the Age Discrimination 
Regulations.  
Absence management 
The absence management process will be applied to all employees regardless of age. 
Monitoring of absence trends in age groups will take place to ensure that the absence 
management process is being fairly applied across all age groups. 
 
Performance management 
There is a recognition that age (young or old) can impact on performance. Issues such as 
inexperience or difficulty in quickly grasping new technologies can be as a result of age 
therefore performance management procedures will be monitored to ensure that 
disproportionate action is not being taken against any particular age group. 
Training and promotion 
Training and promotion opportunities will be available to all employees and in selecting 
individuals for training or promotion, the criteria used will be robust enough to ensure that 
individuals cannot be excluded as a result of being too young or too old. Direct or indirect 
references to age in Performance & Development Reviews will not be used.  
 
Redundancy selection and payments 
Any redundancy selection policy used will be based on objective criteria.  
 
Monitoring 
KLAS Care C.i.C will monitor recruitment & selection, access to promotion & training and 
the use of procedures such as the disciplinary procedure to ensure that no particular age 
group is being unfairly treated on the grounds of their age. 
 
Implementation and responsibilities 
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KLAS Care C.i.C has identified a senior KLAS Care C.i.C manager as its Age 
Discrimination Champion to ensure that KLAS Care C.i.C's strategic agenda reflects 
issues of age. 
All line managers are responsible for familiarising themselves with this policy, ensuring 
that it is applied and for making their employees aware of it. Individual employees are also 
responsible for familiarising themselves with this policy. 

 
Disability Policy Statement 

Introduction 

The Disability Discrimination Act 1995 came into effect on 2nd December 1996. The Act 
makes it unlawful to discriminate against disabled people, or people who have had a 
disability, in relation to employment and in the provision of goods, facilities and services.  

KLAS Care C.i.C is committed to equal opportunities in employment. It will treat applications 
from disabled people, within the constraints of legitimate job requirements, in the same way 
as those from persons without a disability. It will provide support for disabled employees 
within KLAS Care C.i.C, with the assistance of external agencies where appropriate, to 
enable them to work to maximum effect within any limits imposed by their disability.  

Discrimination 

Discrimination can occur in two ways:  

a. For a reason which relates to a person's disability, the employer treats that person less 
favourably than the employer treats, or would treat, others to whom the reason does not 
apply AND the employer cannot show that this treatment is justified.  

b. An employer fails to comply with a duty of reasonable adjustment imposed in relation to 
the disabled person AND cannot show that this failure is justified.  

Disability 

This is defined as "A physical or mental impairment which has a substantial and long-term 
adverse effect on a person's ability to carry out normal day to day activities"  

The definition of "normal day to day activities" includes: mobility, manual dexterity, lifting, 
hearing, eyesight, speech, memory, and the ability to concentrate, learn, or understand.  

The Act defines "substantial" as being more than minor or trivial and "long-term" as being 
more than 12 months.  

Disabled people are not only those whose disability is immediately obvious, e.g. visually 
impaired or those who use wheel-chairs. Many disabilities which may affect employment are 
not obvious, for example heart problems, mental illness, asthma, arthritis epilepsy or 
hearing impairments.  

An impairment which would substantially affect a person, but which is controlled by medical 
treatment or prosthesis, is still covered by the definition of disability.  

Duty to Adjust 

There is a Statutory duty under the Act to make reasonable adjustments to: Working 
Practices and The Working Environment to ensure that disabled people are not 
disadvantaged.  
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Adjustments may include:  
Reallocation of duties  
Adjustments/alterations to premises  
Transferring staff to other available vacancies  
Altering working hours  
Changing place of work  
Modifying equipment.  

KLAS Care C.i.C will take into account; practicalities of the adjustment, financial 
considerations, disruption of activities and other funding arrangements, when considering 
an adjustment.  

Examples of Adjustments  
Widening a door-way which is too narrow for a wheel-chair user  
Fitting special taps for someone with arthritis  
Increasing the lighting for someone with restricted vision  
Changing starting and finishing times for individuals with mobility problems  
Allocating a car parking space close to the working location for an individual with an 
adapted car  
Time off work for medical treatment  
Providing an adapted keyboard or telephone  

Assistance 

Individuals who require advice or assistance should speak to their immediate manager or 
supervisor in the first instance.  

 
Health and Safety Policy Statement 
 

The Health and Safety at Work etc., Act 1974 and all other subordinate legislation, imposes a 
statutory duty on employers to ensure so far as is reasonably practicable, the health and safety 
of their employees whilst at work. This duty also extends to others who may be affected by that 
work. 

Employees also have a statutory duty to take care of themselves and others who may be 
affected by their acts or omissions. 

To enable these duties to be carried out, it is KLAS Care C.i.C's will to ensure so far as is 
reasonably practicable, that responsibilities for health and safety matters are effectively 
assigned, accepted and fulfilled at all levels within KLAS Care C.i.C's organisational structure. 

A. KLAS Care C.i.C will, so far as is reasonably practicable, ensure that: 

Adequate resources are provided to ensure that proper provision can be made for health 
and safety. 

Systems of work are provided and maintained that are safe and without risks to health. 

The place of work is safe and that there is safe access to and egress from the workplace. 

Arrangements for use, handling, storage and transport of articles and substances at work 
are safe and without risks to health. 

All employees are provided with such information, instruction, training and supervision as is 
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necessary to secure their safety and health at work and the safety of others who may be 
affected by their actions. 

The provision and maintenance of all plant, machinery and equipment is safe and without 
risk to health. 

Risk assessments are carried out and reviewed periodically. 

Health surveillance is provided where appropriate. 

The working environment of all employees is safe and without risks to health and that 
adequate provision is made with regard to the facilities and arrangements for their welfare at 
work. 

Monitoring of work activities is undertaken to help maintain agreed performance standards. 

B. It is the duty of all employees at work: 

To take reasonable care for the health and safety of themselves and other persons who 
may be affected by their acts or omissions and to co-operate with KLAS Care C.i.C with 
regard to any duty placed on KLAS Care C.i.C to enable the discharge of its duties under 
the Act and any Regulations and Codes of Practice. 

Not to interfere with or misuse anything provided in the interest of health and safety. 

To understand that non-compliance with either of the points above may lead to disciplinary 
action. 

C. General: 

The Health and Safety Policy will be reviewed periodically, amended and updated as and 
when necessary. The Policy, and any subsequent changes, will be promulgated to all 
employees. 

KLAS Care C.i.C will provide and maintain effective procedures for consultation and 
communication with employees and, where appropriate, trade union safety representatives 
on all matters relating to health, safety and welfare in order to ensure the effectiveness of 
the Health and Safety Policy. 

The KLAS Care C.i.C management will keep the Health and Safety Policy under continual 
review. 

It is the overall policy of KLAS Care C.i.C to plan, regularly review, develop and 
progressively improve organisation and arrangements to provide, so far as is reasonably 
practicable, a workplace and working conditions which are safe for all staff and others who 
may be affected by KLAS Care C.i.C's activities. 

High standards of Health and Safety will be achieved by putting this policy into practice. The 
fostering of a positive health and safety culture will secure involvement and participation at 
all levels, and will be sustained by effective communications plus the promotion of 
competence to enable all employees to make a responsible and informed contribution to the 
health and safety effort. 
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Information Security Policy Statement 

 
KLAS Care C.i.C is committed to maintaining and improving information security within the 
organisation and minimising its exposure to risks. It is therefore KLAS Care C.i.C policy to ensure 
that: 

The confidentiality of corporate, client and customer information will be assured 

Sensitive information (however stored) will be protected against unauthorised access 

The integrity of information will be maintained 

Information will be made available to authorised business processes and employees when 
required 

Regulatory and legislative requirements will be met 

Business continuity plans for mission critical activities will be produced, maintained and tested 

Information security training will be made available to all staff 

KLAS Care C.i.C will comply with Standard ISO 27001 for information security 

All breaches of information security, actual or suspected, will be reported to and investigated 
by KLAS Care C.i.C security personnel.  

 

 

 

DATA PRIVACY NOTICE  

KLAS Care C.i.C 

Your personal data – what is it?  

Personal data relates to a living individual who can be identified from that data. Identification 

can be by the information alone or in conjunction with any other information in the data 

controller’s possession or likely to come into such possession. The processing of personal data 

is governed by [the General Data Protection Regulation 2016/679 (the “GDPR”) 

Who are we? 

Lesley Compston is the data controller (contact details below). This means it decides how your 

personal data is processed and for what purposes.  

How do we process your personal data?  

• *** complies with its obligations under [the GDPR] by 

keeping personal data up to date;  

  

• by storing and destroying it securely; by not collecting or 

retaining excessive amounts of data;  

  

• by protecting personal data from loss, misuse, 

unauthorised access and disclosure and by ensuring that 

appropriate technical measures are in place to protect 
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personal data. We use your personal data for the following 

purposes: - (examples shown below) 

  

o To enable us to provide a voluntary service for the 

benefit of the public as specified in our constitution; 

o To administer membership records; 

o To fundraise and promote the interests of the 

charity; 

o To manage our employees and volunteers; 

o To maintain our own accounts and records.  

o [Our processing also includes the use of CCTV 

systems for the prevention of crime].  

o To operate the ***web site and deliver the services 

that individuals have requested. 

o To inform individuals of news, events, activities or 

services running at ***. 

o To process gift aid applications. 

o To contact individuals via surveys to conduct 

research about their opinions of current services or 

of potential new services that may be offered.  

[Please note that these lists are not exhaustive and you may process personal data for other 

purposes, which will need to be recorded. Remember, at the heart of this is ensuring that 

individuals are aware of exactly what you are going to do with their personal data and giving 

them the opportunity to consent where necessary]  

What is the legal basis for processing your personal data? 

These fall under either article 6 or article 9 – dealt with separately below.  

[You will need to insert here the relevant processing condition contained in Article 6 of the 

GDPR – e.g. consent, legitimate interests of the data controller etc.] 

  

E.g. Article 6 processing  

• Consent of the data subject; [Where the processing is 

based on the consent of the data subject, you will need to 

provide a link to the “Consent Form” at the end of this 

notice].  

  

• Processing is necessary for the performance of a contract 

with the data subject or to take steps to enter into a 

contract [If so, insert details of the contract];  

  

• Processing is necessary for compliance with a legal 

obligation; [You will need to provide details of whether 
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there is a statutory or contractual requirement to provide 

the data and if so, the consequences of not supplying the 

data].  

  

• Processing is necessary to protect the vital interests of a 

data subject or another person;  

  

• Processing is necessary for the performance of a task 

carried out in the public interest or in the exercise of 

official authority vested in the data controller;  

  

• Processing is necessary for the legitimate interests of the 

data controller or a third party, except where such 

interests are overridden by the interests, rights or 

freedoms of the data subject.  

  

[Where the processing is based on the legitimate interests of the data controller, you will need 
to set out what are the legitimate interests]. [If you are processing special category personal 
data (i.e. sensitive personal data), as well as satisfying one of the processing conditions set 
out in Article 6 (above), you will also need to satisfy one of the processing conditions set out 
in Article 9 (below). You should note that the same colour coding as detailed above applies. 
Personal data which reveals religious belief is classed as sensitive personal data under the 
GDPR].  

  

E.g. Article 9 Processing 

• Explicit consent of the data subject [link to “Consent 

Form” as above]; [Use this for example, to be able to tell 

people about events, news, services]  

  

• Processing is necessary for carrying out obligations under 

employment, social security or social protection law, or a 

collective agreement; 

  

• Processing is necessary to protect the vital interests of a 

data subject or another individual where the data subject 

is physically or legally incapable of giving consent; 

  

• Processing is carried out by a not-for-profit body and the 

processing relates only to members or former members (or 

those who have regular contact with it in connection with 

those purposes); and there is no disclosure to a third party 
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without consent. [This clause allows you to collect and 

process data without consent]  

  

• Processing relates to personal data manifestly made 

public by the data subject; 

  

• Processing is necessary for the establishment, exercise 

or defence of legal claims or where courts are acting in 

their judicial capacity;  

  

• Processing is necessary for reasons of substantial public 

interest on the basis of EU or Member State law;  

  

• Processing is necessary for reasons of preventative or 

occupational medicine, for assessing the working 

capacity of an employee, medical diagnosis, the provision 

of health or social care or treatment or management of 

health or social care systems and services on the basis of 

EU or Member State law or a contract with a health 

professional;  

  

• Processing is necessary for the reasons of public interest 

in the area of public health; 

  

• Processing is necessary for archiving purposes in the 

public interest, or scientific and historical research 

purposes or statistical purposes. [Where the personal data 

are collected direct from the data subject, the data 

subject must be informed whether he or she is obliged to 

provide the personal data and the consequences, if he/she 

does not provide the data].  

  

Sharing your personal data  

Your personal data will be treated as strictly confidential, and will be shared only with [insert 

the recipients or categories of recipients of any personal data].  

We will only share your data with third parties outside of the organisation with your consent. 

How long do we keep your personal data?  

We keep your personal data for no longer than reasonably necessary for a period of [insert 

relevant period] in order to [insert sufficient reason for retaining personal data – 

Examples could be: - in case of any legal claims/complaints; for safeguarding purposes etc.]].  

OR  
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[If you cannot state a specific period, you will need to set out the criteria that you use in order 

to determine a retention period].  

We keep your personal data for no longer than reasonably necessary and we only retain your 

data for the following purposes and use the following criteria to determine how long to retain 

your personal data [insert relevant purposes and criteria for retention].  

Your rights and your personal data  

Unless subject to an exemption [under the GDPR], you have the following rights with respect 

to your personal data: -  

• The right to request a copy of your personal data which 

the [insert name of data controller] holds about you;  

• The right to request that the [data controller] corrects any 

personal data if it is found to be inaccurate or out of date; 

• The right to request your personal data is erased where it 

is no longer necessary for [data controller] to retain such 

data;  

• [The right to withdraw your consent to the processing at 

any time] [Only insert if consent is relied upon as a 

processing condition];  

• The right to request that the data controller provide the 

data subject with his/her personal data and where 

possible, to transmit that data directly to another data 

controller, (known as the right to data portability), (where 

applicable)  

  

*Only applies where the processing is based on consent or is necessary for the performance 

of a contract with the data subject and in either case the data controller processes the data 

by automated means]. 

  

• The right, where there is a dispute in relation to the 

accuracy or processing of your personal data, to request 

a restriction is placed on further processing;  

  

• The right to object to the processing of personal data, 

(where applicable) [Only applies where processing is 

based on legitimate interests (or the performance of a 

task in the public interest/exercise of official authority); 

direct marketing and processing for the purposes of 

scientific/historical research and statistics] 

  

• The right to lodge a complaint with the Information 

Commissioners Office. (include contact details) 
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• Transfer of Data Abroad If the personal data is to be 

transferred to countries or territories outside the EU you 

must include details of how the data will be protected, 

together with details of how to obtain copies of the 

relevant safeguards].  

  

• [Automated Decision Making  

  

You will need to provide details of any automated decision making, together with information 

about the logic involved and the significance and consequences of the processing for the 

individual]. 

Further processing 

 If we wish to use your personal data for a new purpose, not covered by this Data Protection 

Notice, then we will provide you with a new notice explaining this new use prior to 

commencing the processing and setting out the relevant purposes and processing conditions.  

Where and whenever necessary, we will seek your prior consent to the new processing. 

Contact Details To exercise all relevant rights, queries of complaints please in the first 

instance, contact us at: 

[insert contact details] 

  

  

  

  

  

  

The paragraph entitled “Consent” below can be adapted and used where consent is to be 

relied upon in order to process the personal data]  

CONSENT 

By signing this form you are confirming that you have read this Data Protection Notice and 

that you are consenting to *** holding and processing your personal data for the following 

purposes (please tick the boxes where you are happy to grant consent): -  

Name: 

Address: 

Telephone: 

Email address: 

Insert relevant purposes where you will be relying on consent to process the personal data, 

for example: -  

• To keep you informed about news, events, activities and 

services;  

• To contact you with surveys about current events;  

• All of the above. 



                                                                          
 
 

             

72 | P a g e  

 

  

o By email [ ] 

o  by text [ ] 

o  by post [ ]  

o by phone [ ] 

You can grant consent to all the purposes; one of the purposes or none of the purposes.  

Where you do not grant consent we will not be able to use your personal data [you can insert 

further details here about what will happen if someone does not consent to processing, for 

example, they won’t be able to receive papers, updates etc.], except in certain limited 

situations, such as where required to do so by law or to protect members of the public from 

serious harm. 

 If you do grant consent, please note you can withdraw your consent to all or any one of the 

above purposes at any time by contacting [insert contact email address or link to paragraph 

containing contact details].  

Please note that all processing of your personal data will cease once you have withdrawn 

consent but this will not affect any personal data that has already been processed prior to this 

point.]  

SIGNED KLAS Care C.i.C 

DATED 02.08.2021 

  

[Please note – if the personal data is not obtained directly from the data subject, the data 

controller will need to provide the data subject with the following additional items of 

information within 1 month of having received their personal data: -  

• The categories of the personal data you are processing; 

and  

• The source from where the personal data originates and 

whether it came from publicly accessible sources 

 


