Policies and procedures of extra time out of school club reviewed April 2025

Behaviour / anti bullying policy and Procedure

Co-ordinator — Natalie Walton & teresa Quinn

Principles

The staff in Extra Time will present good role models of relationships, where adults
respect children and vice versa. We do not shout or raise our voices, we distract and
explain, promoting learning opportunities in any situation.

We will always observe children’s behaviour and act upon any unusual behaviour,
working alongside the Prevent duty 2015 (updated April 2021)

We will achieve this by:

Praising and encouraging positive behaviour and give an explanation why.
Encourage children to play with others positively.

Ensure that the agreements that have been made by the children and staff
are understood and continue to provide these boundaries clearly and
consistently.

Promote positive self-esteem through an atmosphere of mutual respect
and encouragement and value each other’s differences.

Working towards a democracy, where we all make decisions together,
children and staff alike

Rules of Law (children understand that there are consequences to
behaviour and rules are in place to protect people

Help children to learn positive ways of handling inappropriate behaviour in
their peers.

Work alongside other agencies.

Never using corporal punishment.

Parents will:

Communicate with staff regularly, sharing concerns about their child’s
behaviour, either at home or in school.

Respect our behaviour policy.

Work in partnership with all of the staff to promote positive behaviour.

Be respectful to all of the children, families, staff and visitors and raise any
issues and concerns in an appropriate manner.

Physical intervention.

Will only be used to manage a child’s behaviour if it is necessary to prevent
personal injury to the child, other children or an adult, to prevent serious damage
to property, or in what would be regarded as exceptional circumstances. Any
occasion where physical intervention is used will be recorded and parents will be
informed on the same day.

If inappropriate behaviour carries on in the sessions, then:
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e Verbal discussions will take place with staff and parents.

Letters will be sent home.

e Exclusion. This would be at the discretion of the management, and only when all
avenues have been exhausted, including help from any outside agencies. This
would be for safety and consideration for both children and staff attending the
setting.

Anti-Bullying Policy

Our club is committed to providing an environment for children that is welcoming
and free from bullying. Bullying in any form is unacceptable in our club, whether
the offender is a child or an adult. The victim is never responsible for being the
target of bullying.

Everyone involved in the club including staff, children and parent/carers, will be
made aware of the club’s stance towards bullying. Such behaviour will not be
tolerated or excused under any circumstances.

The club defines bullying as the repeated harassment of others through
emotional, physical, verbal or psychological abuse. Examples of such behaviour
are as follows:

Emotional: Being deliberately unkind, shunning or excluding another person
from a group or tormenting them. For example, forcing another person to be ‘left
out’ of a game or activity, passing notes about others or making fun of another
person.

Physical: Pushing, scratching, spitting, kicking, hitting, biting, taking or damaging
belongings, tripping up, punching or using any other sort of violence against
another person.

Verbal: Name-calling, put-downs, ridiculing or using words to attack, threaten or
insult. For example, spreading rumours or making fun of another person’s
appearance.

Psychological: Behavior likely to instill a sense of fear or anxiety in another
person.

Preventing Bullying Behaviour

Mandy Grosse and the staff will make every effort to create a tolerant and caring
environment in the club, where bullying behaviour is not acceptable. Staff will
discuss the issues surrounding bullying openly, including why bullying behaviour
will not be tolerated and what the consequences of bullying behaviour will be.
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Dealing with Bullying Behaviour

Despite all efforts to prevent it, bullying behaviour is likely to occur on occasion
and the club recognise this fact. In the event of such incidents, the following
principles will govern the club’s response:

All incidents of bullying will be addressed thoroughly and sensitively.

Children will be encouraged to immediately report any incident of bullying
that they witness. They will be reassured that what they say will be taken
seriously and handled carefully.

Staff has a duty to inform the person in charge of the session if they
witness an incident of bullying involving children or adults at the club.

If a child or a member of staff tells someone that they are being bullied,
they will be given the time to explain what has happened and reassured
that they were right to tell the staff member.

The individual who has been the victim of bullying will be helped and
supported by the staff team. They will be kept under close supervision and
staff will check on their welfare regularly.

In most cases, bullying behaviour can be addressed according to the
strategies set out in the Behaviour policy. The bully will be encouraged to
discuss their behaviour and think through the consequences of their
actions. Where appropriate, they will be encouraged to talk through the
incident with the other person concerned.

Where bullying behaviour persists, more serious actions may have to be
taken.

A member of staff will inform the parents/carers of all the children involved
in a bullying incident at the earliest possible opportunity. If appropriate,
staff will facilitate a meeting between the relevant parents/carers. At all
times, staff will handle such incidents with care and sensitivity.

All incidents of bullying will be reported to Mandy Grosse and will be
recorded in the Incident Record Book. In the light of reported incidents,
Mandy Grosse and other relevant staff will review the club’s procedures in
respect of bullying.

Aggressive behaviour
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Extra time does not tolerate from any person, whether staff, parent,
carers or visitors: any bullying; aggressive, confrontational or
threatening behaviour; or behaviour intended to result in conflict. Our
club is a place of safety and security for the children who attend and
for the staff who work here

Unacceptable Behaviour
Unacceptable behaviour includes, but is not limited to, the following:

e Shouting at members of staff, whether in person or on the telephone

e Physically intimidating a member of staff, EG standing too close or
blocking their exit, etc...

e Using aggressive or abusive hand gestures, eg shaking a fist towards

another person

Any other threatening behaviour, both physical and verbal.

Swearing

Physical violence: pushing, hitting, slapping, punching or kicking.

Spitting

Racist or sexist or otherwise abusive comments.

At Extra Time we do not tolerate such behaviour whether it is directed at the
children in our care or at any member of staff.

Procedure

If a parent, carers or member of the public behaves in an unacceptable way
towards a member of staff or a child attending the Club, we will take the following
steps:

e In order to ensure the safety of the children and to limit possible distress,
we will remove them from the vicinity of the incident.

e The owner, Manager or deputy will seek to resolve the situation through
calm discussion.

e If the individual wishes to make a complaint we will encourage them to
follow the clubs complaints procedures, or to complain directly to Ofsted if
they so wish.

e If the individual continues to behave in an aggressive or intimidating
manner, we will insist that they try to calm down or leave the premises
immediately.

e If the individual refuses to calm down or leave the premises, the police will
be contacted without delay.

When the immediate incident has been resolved, the owner and staff will reflect
on the incident, and decide whether it is appropriate to ban the individual from
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the premises for a period of time. The decision will take into account both the
seriousness of the incident and whether the individual has behaved aggressively
before.

If we decide that a ban is appropriate, we will write to the individual concerned to
inform them of the reasons for the ban and its duration.

Signed: Position in club: owner

Date: 01/05/2025 Review date: may 2026

| the undersigned, am signing to say that | have reviewed this policy
with the team, and will adhere to the policy at all times.

A.Grosse: Date:
N.Walton: Date:
H.Bailey: Date:
T.Quinn: Date:

M.Wright: Date:
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