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🌟 Welcome to Kids Arts Academy 
At Kids Arts Academy, we provide creative, safe, and supportive environments where children aged 

4–14 can explore, learn, and build confidence through art and hands-on activities. 

We understand that, as a parent or carer, it is important for you to feel confident that your child is: 

• Safe 

• Happy 

• Supported and valued as an individual. 

This Parent Information Guide has been designed to give you all the essential information clearly and 

simply. It explains what to expect, how we keep children safe, and how we collaborate with families 

to ensure every child has a positive and enjoyable experience. 

If you have any questions at any time, our team is always happy to help. 
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Quick Reference Guide 

Booking and Attendance 

• All bookings must be made via the Kids Arts Academy online booking system at 

www.kidsartsacademy.co.uk. 

• A place is only secured once full payment has been received. 

• Bookings are allocated on a first-come, first-served basis. 

• Parents/carers requiring support with the booking process should contact 

bookings@kidsartsacademy.co.uk 

Arrival and Collection of Children 

To ensure children’s safety and welfare, the following procedures must be followed at all 

times: 

• Children must be signed in and out by a named and authorised adult. 

• Parents/carers are responsible for ensuring their contact details are accurate and 

up to date, including the provision of two emergency contact numbers. 

• Any changes to collection arrangements must be provided in writing prior to the 

session. 

• Written permission is required if a child is permitted to leave the setting 

independently to walk home. 

These procedures support safeguarding responsibilities and ensure children are not released 

to unauthorised individuals. 

Late Collection 

• Children must be collected promptly at the advertised session end time. 

• Parents/carers who anticipate a delay must contact the setting immediately on 

0800 422 0590. 

• A late collection fee of £25 will be applied. 

• Where a child remains uncollected and we are unable to make contact, 

safeguarding procedures will be followed, including maintaining appropriate 

supervision and, where necessary, contacting relevant authorities 

Clothing, Food and Personal Items 

Children should attend sessions with: 

• Comfortable clothing appropriate for creative and practical activities 

• A packed lunch or snack, where applicable to the session 

• Any required medication, provided in line with the setting’s Medication Policy 

and accompanied by a completed parental consent form. 
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Medical Information, SEND and Additional Needs 

Parents/carers must provide accurate and up-to-date information regarding: 

• Medical conditions 

• Allergies 

• Special Educational Needs (SEN) or additional support requirements 

This information enables Kids Arts Academy to: 

• Safeguard children’s health, safety, and wellbeing. 

• Make reasonable adjustments. 

• Provide appropriate support and staffing arrangements. 

Where sufficient information is not provided in advance, the setting may be unable to safely 

accommodate a child on the day. This is not exclusionary, but a safeguarding requirement. 

 

 

📞 Contact Details 

General Enquiries 0800 422 0590 

Manager & Safeguarding Lead: 

📧 hannah@kidsartsacademy.co.uk 

Bookings: 

📧 bookings@kidsartsacademy.co.uk 

 

 

 

 

 

 

tel:08004220590
mailto:bookings@kidsartsacademy.co.uk
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What Your Child Can Expect 

A typical session provides: 

• A range of planned, age-appropriate creative activities, including art, crafts, 

cooking, and animation. 

• A well-structured session that supports enjoyment, engagement, and wellbeing 

without placing undue pressure on children. 

• Opportunities to develop confidence, creativity, independence, and positive 

social relationships. 

• Support from qualified, experienced staff who take time to understand each 

child’s individual needs. 

We aim to create a setting where every child: 

• Feels welcome and valued. 

• Is included and supported as an individual. 

• Is encouraged to express themselves in a positive and respectful environment. 

Supporting Every Child 

Kids Arts Academy is an inclusive provision and welcomes children with a wide range of 

needs. 

To enable us to meet each child’s needs effectively, parents/carers are expected to: 

• Share accurate and relevant information at the point of booking. 

• Inform us in advance of any additional support requirements. 

This allows the setting to: 

• Plan appropriate staffing arrangements. 

• Make reasonable adjustments where necessary. 

• Ensure all children can participate safely and positively. 

Where appropriate, we may contact parents/carers prior to attendance to discuss the most 

effective ways to support a child. 

We are committed to working in partnership with families to support children’s welfare and 

development. 

Safeguarding and Child Protection 

The safety and wellbeing of children is our highest priority. 

We: 

• Ensure all staff are suitably vetted and have completed Safeguarding training. 
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• Follow robust safeguarding and child protection procedures in line with 

statutory guidance. 

• Ensure at least two adults aged 18 or over are present at all times. 

• Maintain accurate records relating to attendance, incidents, accidents, and 

medical information. 

Parents/carers are encouraged to raise any concerns regarding their child’s safety or 

wellbeing immediately with a member of staff or the Designated Safeguarding Lead. 

Accidents and First Aid 

• At least one paediatric first-aid-qualified member of staff is present at all 

sessions. 

• All accidents and injuries are recorded and shared with parents/carers at 

collection. 

• Parents/carers are contacted immediately where an incident requires further 

attention. 

Medication 

Where medication is required during a session: 

• Parents/carers must complete a Medication Consent Form in advance. 

• All medication must be clearly labelled with the child’s name and dosage 

instructions. 

• Medication will only be administered by appropriately trained staff and recorded in 

line with setting procedures. 

Mobile Phones and Electronic Devices 

To safeguard children and protect privacy: 

• Children are discouraged from bringing mobile phones or devices with cameras. 

• Any devices brought to the setting will be stored securely during the session and 

returned at collection. 

This supports a safe, focused and distraction-free environment. 

Uncollected Children 

In the event a child is not collected at the end of a session: 

• Parents/carers must notify the setting as soon as possible if they are delayed. 

• Staff will continue to attempt contact using all emergency contact numbers 

provided. 

• Two staff members will remain with the child at all times. 
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• If contact cannot be made, the setting will follow safeguarding procedures, which 

may include contacting relevant statutory services. 

The child’s welfare will always remain the priority. 

Complaints and Feedback 

We value feedback and aim to resolve all concerns promptly and fairly. 

Complaints should be managed as follows: 

1. Speak to a member of staff in the first instance. 

2. Contact the Manager: hannah@kidsartsacademy.co.uk 

3. A copy of the full Complaints Procedure is available on request. 

We will: 

• Acknowledge complaints within 24 hours. 

• Provide a full written response within 28 days. 

A record of complaints is maintained in line with regulatory requirements. 

Equal Opportunities 

Kids Arts Academy is committed to: 

• Treating all children fairly and with respect 

• Promoting equality, diversity, and inclusion 

• Ensuring no child is discriminated against. 

All children are valued as individuals and supported to achieve their full potential. 
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Behaviour, Safety and Expectations 

Promoting Positive Behaviour 

Kids Arts Academy provides a safe, supportive, and respectful environment where children 

are encouraged to behave positively and considerately. 

We: 

• Promote kindness, respect, and positive behaviour at all times. 

• Support children to develop appropriate behaviour and self-regulation. 

• Intervene promptly where behaviour impacts the safety or wellbeing of the child 

or others. 

Where behaviour significantly disrupts activities or presents a safety concern, parents/carers 

will be contacted to discuss appropriate next steps and supportive strategies. 

Any actions taken are proportionate, reasonable and in the best interests of the child, in 

line with safeguarding requirements. 

Every Child Matters 

Supporting Your Child’s Individual Needs 

Kids Arts Academy is committed to ensuring that every child feels happy, settled, and 

confident while attending our provision. 

To support your child effectively, parents/carers are encouraged to share any information at 

the point of booking that may assist us in meeting their child’s needs. This may include: 

• Friendship preferences 

• Support with self-care routines (e.g. toileting reminders) 

• Sensory preferences, such as quieter spaces or smaller group work 

Providing this information allows staff to be fully prepared, supporting children effectively 

from the outset. 

Special Educational Needs (SEN) 

We are an inclusive provision and welcome children with a wide range of Special 

Educational Needs and disabilities. 

To ensure appropriate support is in place, we work in partnership with SNIPS (Special Needs 

Inclusion Playcare Service), which: 

• Works directly with families 

• Offers assessment and professional guidance. 

• May provide funding to support additional staffing where required 



  
 

9 
The Little Acorn Education Company Ltd. Company No 06506934 

   

 

Information Required Before Booking 

Where a child has SEN or additional support needs, parents/carers must provide full and 

accurate information at the time of registration. 

In some cases — particularly for first-time bookings — additional information may be 

required so that we can: 

• Seek advice or assessment support through SNIPS. 

• Apply for funding where appropriate. 

• Ensure correct adult-to-child ratios. 

• Put suitable support strategies in place. 

This planning ensures that the needs of individual children are met while maintaining a safe 

and positive environment for all. 

Important Information for Parents 

We make every effort to accommodate all children wherever reasonably possible. However, 

if sufficient information is not provided in advance, we may be unable to safely 

accommodate a child on the day. 

This decision is made solely for safeguarding and welfare reasons and is not intended to 

exclude children. 

How to Proceed 

If your child has SEN or additional support needs, please: 

• Complete the online registration form with as much detail as possible. 

• Our booking system may prompt a follow-up call so we can discuss next steps and 

work collaboratively to support your child. 

We value open communication and partnership with families and aim to support every 

child to have a positive, safe, and enjoyable experience at Kids Arts Academy. 
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Allergen Information – Children's Cooking Classes 

Location: Notre Dame School Provider: Kids Arts Academy Activity: Children's Cooking 

Classes 

Purpose 

This document outlines the allergen management procedures followed by Kids Arts 

Academy during children's cooking classes delivered on school premises. It is intended to 

support the school's health and safety requirements and provide information on how 

allergens are managed during our sessions. 

Allergens Used 

Recipes vary throughout the year; however, we do not use: 

• Peanuts 

• Tree nuts 

• Sesame 

• Meat 

•  Fish 

Other common allergens that may be present depending on the recipe include: 

Cereals containing gluten (e.g. wheat) 

• Milk 

• Eggs 

• Soya 

• Mustard 

• Sulphites (where applicable) 

Our Allergen Procedures 

Kids Arts Academy will: 

Obtain allergy and dietary information for every child before they attend. 

Keep allergy records securely on file. 

Ask parents or guardians to confirm allergy information and sign a disclaimer acknowledging 

that, despite our precautions, there remains a small risk of cross-contamination. 

Adapt recipes wherever reasonably possible to accommodate allergies and dietary 

requirements. 

Clearly explain the ingredients being used during each session. 
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Maintain high standards of food hygiene, including regular handwashing and cleaning of 

work surfaces, utensils and equipment. 

Supervise all children throughout the cooking activity. 

Cross-Contamination 

Although every reasonable precaution is taken to minimise the risk of cross-contamination, 

Kids Arts Academy cannot guarantee an entirely allergen-free environment. 

Emergency Procedures 

All Kids Arts Academy always has a member of staff on site with Paediatric first aid training 

and is trained in the use of adrenaline auto-injectors (EpiPens). 

In the event of a suspected allergic reaction, staff will: 

Follow the child's individual allergy or healthcare plan where applicable. 

Administer an EpiPen if required and trained to do so. 

Contact the emergency services immediately. 

Inform the school and the child's parent or guardian as soon as possible. 

Contact Details 

Kids Arts Academy 

Contact: Hannah Email: hannah@kidsartsacademy.co.uk Telephone: 07967 653946 
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Food Hygiene & Allergen Management Policy 

(Holiday Clubs & After-School Clubs) 

1. Policy Statement 

We are committed to providing food that is safe, hygienic and suitable for all children attending our 

holiday clubs and after-school clubs. We recognise that food allergies and poor food hygiene can 

pose serious and potentially life-threatening risks, particularly in group care settings with mixed ages 

and shared food spaces. 

The welfare of children is paramount and underpins all food-related practices. 

2. Legal Framework 

This policy complies with: 

• Food Safety Act 1990 

• Food Hygiene (England) Regulations 2013 

• Food Information Regulations 2014 

• UK Retained Regulation (EU) No. 1169/2011 

• Children Act 1989 & 2004 

• Statutory Framework for the EYFS (where applicable) 

• Ofsted Education Inspection Framework 

• Health and Safety at Work etc. Act 1974 

3. Scope 

This policy applies to: 

• All staff, volunteers and contractors 

• Anyone preparing, handling, serving or supervising food 

• All food provided by the setting or brought in by children (including packed lunches) 

4. Food Hygiene Standards 

To prevent food-borne illness, we ensure: 

• High standards of personal hygiene are maintained at all times 

• Hands are washed thoroughly:  

o Before food handling or serving 

o After toileting 

o After outdoor play or breaks 

o After handling waste or cleaning 

• Food preparation and serving areas are cleaned and disinfected regularly 

• Food is stored safely and at appropriate temperatures 

• Use-by and best-before dates are always checked 

• Food handling follows Safer Food, Better Business principles 
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5. Food Allergies and Intolerances 

A food allergy is a reaction of the immune system to specific foods and can occur rapidly and 

without warning, even in very small quantities. Some allergic reactions can develop into anaphylaxis, 

which is a medical emergency. 

We take all allergies and intolerances seriously, including mild, moderate and severe reactions. 

6. The 14 Major Food Allergens 

Under UK law, the following allergens must be declared if present: 

• Celery 

• Cereals containing gluten 

• Crustaceans 

• Eggs 

• Fish 

• Lupin 

• Milk 

• Molluscs 

• Mustard 

• Nuts (tree nuts) 

• Peanuts 

• Sesame 

• Soya 

• Sulphur dioxide and sulphites 

Staff must be aware that allergens may be present in hidden, processed or trace forms. 

7. Information from Parents and Carers 

Parents/carers must: 

• Declare all food allergies and intolerances via booking systems 

• Inform Kids Arts Academy immediately of any changes 

• Provide prescribed emergency medication where required 

For children attending holiday clubs or after-school clubs, allergy information must be checked at 

each booking or session. 

Where required: 

• Individual Allergy Care Plans will be in place 

• Relevant information will be shared with staff 

8. Packed Lunches and Food Brought from Home 

Where food is provided from home: 

• Parents/carers are responsible for ensuring packed lunches are safe and suitable 
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• Staff will monitor packed lunches to reduce allergen risks 

• Children are not permitted to share food 

• No Nuts or Nut Products are allowed on site  

• Allergens identified in a child’s care plan will be considered when supervising meal times 

9. Preventing Allergenic Contamination 

To reduce the risk of cross-contamination, we will: 

• Store allergenic foods separately and clearly labelled 

• Use separate utensils and preparation areas where possible 

• Clean and disinfect surfaces thoroughly between tasks 

• Ensure handwashing before and after eating 

• Supervise food times closely, especially with younger children 

• Prevent food swapping or sharing 

Staff must never guess whether food contains allergens. 

10. Communication of Allergen Information 

• Allergen information must be accurate, verified and up to date 

• Ingredient labels must be checked every time food is used 

• If allergen information is provided verbally, it must be confirmed beforehand 

It is illegal to: 

• Say “I don’t know” instead of checking 

• Say “all foods may contain allergens” 

• Provide incomplete or misleading allergen information 

11. Responding to an Allergic Reaction 

If a child shows signs of an allergic reaction: 

• Stay calm and act immediately 

• Follow the child’s individual care plan 

• Administer emergency medication if trained and authorised 

• Call 999 immediately if anaphylaxis is suspected 

• Inform parents/carers 

• Record the incident in line with safeguarding and health & safety procedures 

Anaphylaxis is always treated as a medical emergency. 

12. Staff Training 

All relevant staff receive: 

• Food hygiene training suitable to their role 

• Allergen awareness training 
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• Anaphylaxis awareness training where required 

Training is refreshed regularly and recorded. 

13. Monitoring and Review 

This policy will be: 

• Reviewed annually 

• Updated following changes to legislation or guidance 

• Reviewed immediately after any food-related or allergy-related incident 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TOP Five Key Points to Know: 

1. ✅ Booking & Payment 

All bookings must be made online and are only confirmed once payment is received. 

Places are allocated on a first come, first served basis. 
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2. 💳 Childcare Vouchers (CCV) 

We accept Childcare Vouchers at Ofsted-registered venues. 

• Voucher payments must be submitted within 48 hours of booking.  
• If payment is not received in time, your place may be released.  
• Please ensure you use the correct provider reference number when paying.  

If you are unsure, contact us before booking and we will help. 

3. 🤒 Illness Policy 

• Do not send your child if they are unwell.  
• 48-hour rule applies for sickness/diarrhoea  
• We will contact you if your child becomes unwell during the session.  

4. ⏰ Collection & Late Fees 

• Children must be collected on time by a named adult.  
• Late collection fee: £25  
• If we cannot contact you, we follow safeguarding procedures.  

5. ❌ Cancellations & Refunds 

• Holiday clubs: refunds depend on notice given (see full policy)  
• After school clubs: no refunds for missed sessions.  
• No refunds for non-attendance  

 

 

 

 

Childcare Voucher Payment Details 

Kids Arts Academy accepts Childcare Vouchers at Ofsted-registered venues only. 

Important: 

• Payments made via Childcare Vouchers typically take up to 3 working days to reach us.  
• For bookings made within 1–3 days of the activity, card payment is required to secure your 

place. 
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• Payment must be made within 48 hours of booking.  
• Your place is only secured once payment is received.  
• Please use the correct reference number for your provider  

🏷️ Voucher Provider Details 

Provider Reference / Account Number 

Accor / Edenred P20449505 

Apple CA00012500 

Busy Bees / Bravo Benefits 0014078650 

Care-4 19593739 

Computershare Voucher Services 0014078650 

Co-op Flexible Benefits 85115935 

Edenred (Ranmoor) P21329417 

Edenred (Valentine Workshop) P21372209 

Edenred (Notre Dame) P21373041 

Fideliti KID347C 

Kiddivouchers (Wider Plan) Kids Arts Academy 

RG Childcare Kids Arts Academy 

Sodexo 809654 

Salary Exchange / Caboodle / The Deal Kids Arts Academy 

Government Childcare Scheme Kids Arts Academy 

Childcare Grant Payment Scheme (CCGPS) Kids Arts Academy 

 

⚠️ Important Notes 

• Kids Arts Academy is a trading name of The Little Acorn Education Company Ltd  
• Some providers may require you to search using the company name rather than “Kids Arts 

Academy.”  
• Voucher payments can take several days to clear — please submit as early as possible.  
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• If details are entered incorrectly, this may delay your booking.  
 

📞 Need Help? 

If you are unsure which reference to use or need help completing payment: 

📧 bookings@kidsartsacademy.co.uk 

📞 0800 422 0590 

 

 

 

 

 

 

 

 

 

 

 

 

📄 Kids Arts Academy Terms & Conditions 

1. Definitions 

“Kids Arts Academy” refers to Kids Arts Academy, a trading name of The Little Acorn 

Education Company Ltd. 

“Parent/Carer” refers to the individual responsible for booking and payment. 

“Booking” refers to any confirmed place at a Kids Arts Academy activity. 

2. Booking & Admissions 

tel:08004220590
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2.1 All bookings must be made via the official online booking system: 

https://bookings.kidsartsacademy.co.uk/ 

2.2 A booking is only confirmed once full payment has been received. 

2.3 Places are allocated on a first come, first served basis. 

2.4 Kids Arts Academy reserves the right to refuse or cancel any booking where it is 

necessary to ensure the safety, wellbeing, or appropriate supervision of children. 

2.5 Where activities are fully booked, a waiting list may operate. 

3. Payment Terms 

3.1 Full payment is required at the time of booking unless otherwise agreed. 

3.2 Accepted payment methods include: 

• Card payments 

• Childcare Vouchers (CCV), where applicable 

3.3 Kids Arts Academy reserves the right to cancel or release any booking where payment 

has not been received in accordance with these terms. 

4. Childcare Voucher Payments (CCV) 

4.1 Childcare Voucher payments are accepted only for Ofsted-registered venues. 

4.2 Parents/Carers must: 

• Submit payment within 48 hours of booking 

• Use the correct provider reference details 

4.3 Childcare Voucher payments typically take up to 3 working days to reach Kids Arts 

Academy. 

4.4 For bookings made within 1–3 days of the activity, payment must be made by card. 

Childcare Voucher payments will not secure a place within this timeframe. 

4.5 It is the responsibility of the Parent/Carer to ensure that payment is made correctly and 

in a timely manner. Delays caused by incorrect details or late submission may result in loss of 

the booking. 

5. Collection of Children 

5.1 Children may only be collected by a named adult authorised on the booking system. 

5.2 If a Parent/Carer wishes their child to leave unaccompanied, this must be confirmed in 

writing via the booking system or email. 

https://bookings.kidsartsacademy.co.uk/
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5.3 Kids Arts Academy reserves the right to refuse release of a child where appropriate 

authorisation has not been provided. 

6. Late Collection 

6.1 Children must be collected promptly at the end of the session. 

6.2 A late collection fee of £25 will be charged where collection occurs after the stated finish 

time. 

6.3 Parents/Carers must ensure that contact details and emergency contacts are accurate 

and up to date at all times. 

6.4 If a child is not collected and no contact can be made: 

• Kids Arts Academy will attempt to contact all emergency contacts 

• A minimum of two staff members will remain with the child 

• Safeguarding procedures will be followed, and local authorities may be contacted 

where necessary 

7. Illness & Absence 

7.1 Parents/Carers must inform Kids Arts Academy if their child will not attend a booked 

session. 

7.2 Children must not attend if they are unwell. 

7.3 If a child becomes unwell during a session, the Parent/Carer will be contacted and must 

arrange prompt collection. 

7.4 Children who have experienced sickness or diarrhoea must not attend for 48 hours after 

symptoms have ceased. 

7.5 Parents/Carers must inform Kids Arts Academy of any infectious illness. 

8. Medical Information 

8.1 Parents/Carers must provide accurate and up-to-date medical information at the time of 

booking. 

8.2 Any medication required during sessions must be declared and accompanied by a 

completed consent form. 

8.3 Kids Arts Academy reserves the right to refuse attendance where essential medical 

information has not been provided. 

9. Special Educational Needs (SEN) & Additional Requirements 

9.1 Kids Arts Academy is an inclusive setting and welcomes children with additional needs. 
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9.2 Parents/Carers must provide full and accurate information regarding any additional 

requirements at the time of booking. 

9.3 For children with Special Educational Needs (SEN), Parents/Carers must contact Kids Arts 

Academy in advance of booking to allow appropriate planning and staffing. 

9.4 Kids Arts Academy may require additional information or involvement from external 

services (e.g. SNIPS) to ensure appropriate care and supervision. 

9.5 Where sufficient information is not provided in advance, Kids Arts Academy reserves the 

right to refuse attendance if it is not possible to safely meet the child’s needs. 

10. Behaviour 

10.1 Kids Arts Academy promotes a safe, respectful and inclusive environment. 

10.2 Children are expected to behave in a manner that does not compromise the safety or 

enjoyment of others. 

10.3 Where behaviour is deemed to: 

• Present a risk to the child or others 

• Significantly disrupt activities 

Kids Arts Academy reserves the right to: 

• Contact Parents/Carers 

• Require collection of the child 

• Exclude the child from future sessions if necessary 

11. Cancellations & Refunds 

Holiday Clubs 

11.1 Cancellation must be made in writing to: bookings@kidsartsacademy.co.uk 

11.2 Refunds will be issued as follows: 

• 10+ working days’ notice → 100% refund 

• 5+ working days’ notice → 75% refund 

• 3+ working days’ notice → 50% refund 

• Less than 3 working days → no refund 

11.3 No refunds will be issued for non-attendance. 

After School Clubs 
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11.4 Bookings are made for the full school term. 

11.5 No refunds will be issued for missed sessions. 

Cancellation by Kids Arts Academy 

11.6 Kids Arts Academy reserves the right to cancel sessions where necessary, including but 

not limited to: 

• Staff illness 

• Adverse weather 

• Venue issues 

11.7 In such cases, a refund or credit will be provided. 

12. Safeguarding 

12.1 Kids Arts Academy has a duty to safeguard and promote the welfare of all children. 

12.2 Where concerns arise regarding a child’s safety or wellbeing, Kids Arts Academy will 

follow safeguarding procedures and may involve external agencies where required. 

13. Liability 

13.1 Kids Arts Academy will take all reasonable steps to ensure the safety and wellbeing of 

children in its care. 

13.2 Kids Arts Academy shall not be held liable for: 

• Loss or damage to personal belongings 

• Any injury sustained outside of its reasonable control 

 

 

14. Equal Opportunities 

14.1 Kids Arts Academy is committed to providing an inclusive environment and equal access 

to all children wherever reasonably possible. 

15. Changes to Terms & Conditions 

15.1 Kids Arts Academy reserves the right to amend these Terms & Conditions at any time. 

15.2 The latest version will be made available via the website and/or booking system. 

16. Contact Information 
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Manager & Safeguarding Lead 

Hannah Pearson 

📞 07967 653946 

📧 hannah@kidsartsacademy.co.uk 

Bookings 

📧 bookings@kidsartsacademy.co.uk 

 

 

 

 

 

 

 

 

 

 

 

 

 

Kids Arts Academy – Complaints Procedure 

Statement of Intent 

Kids Arts Academy is committed to providing a safe, supportive, and high-quality 

environment for all children and families. Parents and carers have the right to expect 

courtesy, respect, and timely attention to any concerns they raise. 

We welcome feedback and view complaints as an opportunity to improve our practice. Most 

concerns can be resolved quickly and informally; however, where this is not possible, the 
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following formal procedure will be followed to ensure a fair, transparent, and consistent 

approach, in line with UK HR guidance and Ofsted requirements. 

Aim 

The aim of this procedure is to resolve all concerns and complaints fairly and satisfactorily 

for all parties involved. 

Parents and carers are encouraged to raise concerns at the earliest opportunity. Where 

informal resolution is not successful, this policy sets out the formal steps to be followed. 

Kids Arts Academy will: 

• Acknowledge all complaints within 24 hours. 

• Provide a written response within 28 days. 

• Keep clear, confidential records of complaints. 

• Make records available to parents on request. 

Making a Complaint 

Stage 1 – Informal Resolution 

• Parents/carers should raise concerns directly with the Manager in the first instance. 

• Most concerns can be resolved through open discussion and prompt action. 

• Staff will listen respectfully and seek to resolve issues as quickly as possible. 

 

Stage 2 – Formal Written Complaint 

If the concern is not resolved or reoccurs: 

• The complaint should be submitted in writing to the Manager. 

• A complaints form is available, and support will be provided if required. 

• All written complaints are logged and stored securely in line with data protection 

requirements. 

• Where necessary, a formal investigation will be undertaken. 

• The Manager will meet with the parent/carer to discuss the outcome. 

• A summary of the complaint and outcome will be recorded in the Complaints 

Summary Record. 

 

Stage 3 – Review Meeting 

If the parent/carer remains dissatisfied: 

• A review meeting may be requested with the Manager. 

• Parents may bring a friend, partner, or representative for support. 
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• The Manager may be supported by the Finance Director (Barry Pearson). 

• A written record of the meeting and agreed actions will be produced and shared. 

• Signing this record confirms the conclusion of this stage. 

Stage 4 – Mediation 

If agreement cannot be reached: 

• An independent mediator acceptable to both parties may be appointed. 

• The mediator will review the issue, listen to both parties and offer guidance. 

• All discussions will remain confidential. 

• Written records of meetings and recommendations will be maintained. 

Stage 5 – Final Decision 

• A final meeting will be held with the parent/carer, Manager, and mediator (where 

appropriate). 

• A decision will be made regarding actions to resolve the complaint. 

• A written record will be signed by all parties, confirming the conclusion of the 

procedure. 

Stage 6 – Ofsted 

Parents may contact Ofsted at any stage of the complaints process, particularly if they 

believe statutory requirements are not being met or if safeguarding concerns arise. 

Ofsted Contact Details: 

The National Business Unit 

Ofsted 

The Royal Exchange Buildings 

St Ann’s Square 

Manchester M2 7LA 

Tel: 08456 404040 

Ofsted Registration Number: 2646240 

Where a child may be at risk, Kids Arts Academy will follow local safeguarding procedures 

and work with the appropriate authorities. 

Record Keeping 

• A written record of all complaints reaching Stage 2 or above is maintained. 

• Records include the date, nature of the complaint, investigation process, and 

outcome. 

• Records are retained for at least three years, in line with Ofsted requirements. 

• Complaints records are available to parents and Ofsted on request. 
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Working Together to Keep Children Safe 

At Kids Arts Academy, the safety and wellbeing of every child is our highest priority. We have robust 

safeguarding, health and safety, and emergency procedures in place, and our staff are trained to 

respond appropriately to a range of situations. 

Parents and carers can help us by: 

✔ Ensuring emergency contact details are kept up to date. 

✔ Informing us of any medical conditions, allergies or other welfare needs. 

✔ Keeping collection arrangements up to date and notifying us of any changes. 

✔ Encouraging children to listen to and follow staff instructions at all times. 

✔ Reminding children to tell a member of staff if they are worried or need help. 

Please reinforce our key safety message at home: if a member of staff says "1, 2, 3, Eyes on Me", 

children should immediately stop what they are doing, look at the member of staff, listen carefully 

and follow instructions straight away. This helps staff gain children's attention quickly and ensures 

important information can be communicated safely and effectively. 

By working together, we can provide a safe, positive and enjoyable environment for all children 

attending our sessions. 

 

 

 

 

 

 

 

 

 

 

APPENDIX A 

Parent Checklist 

This checklist to help you prepare for your child’s session at Kids Arts Academy. 

✅ Before Booking 

• I have visited www.kidsartsacademy.co.uk. 
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• I have completed the online booking. 

• Full payment has been made (place confirmed once payment is received) 

• I have booking support contact details if needed: bookings@kidsartsacademy.co.uk 

🧍♀️ Child & Contact Details 

• Child’s details are correct on the booking system. 

• My contact details are up to date. 

• Two contact numbers are provided (including an emergency contact) 

• Named adults for collection are listed. 

• Written permission provided if my child may walk home independently. 

📍 Drop-Off & Collection 

• I understand children must be signed in and out by a named adult. 

• I know who is collecting my child today. 

• I have informed Kids Arts Academy in advance if collection arrangements change. 

⏰ Timings & Late Collection 

• I know the start and finish times of the session. 

• I understand there is a £25 late collection fee. 

• I have the contact number saved: 0800 422 0590. 

🎒 What to Bring 

• Comfortable clothes suitable for creative activities 

• Packed lunch or snack (if required for the session) 

• Medication (if needed) clearly labelled. 

• Medication consent form completed (if applicable) 

 

❤️ Health & Additional Needs 

• I have provided details of any medical conditions. 

• I have declared any allergies. 

• I have shared information about SEN or additional support needs. 
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• I have provided any additional information that will help support my child. 

ℹ️ Final Check 

• I have read the Parent Information Guide 

• I understand Kids Arts Academy policies and procedures. 

• I know who to contact if I have questions or concerns. 

 

Thank you for helping us keep your child safe, happy, and fully supported. If you need 

assistance at any time, our team is always happy to help. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

APPENDIX B 

  

Kids Arts Academy Parental Consent to                                   

Administer Medicine Form 
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CHILD’S DETAILS 

SURNAME:  

FIRST NAMES:  

DATE OF BIRTH  

ADDRESS:  

 

 

SESSIONS ATTENDED:  

 

 

 

 

CHILD’S DOCTOR’S DETAILS 

NAME  

ADDRESS   

 

 

TELEPHONE   

DETAILS OF MEDICINE 

Time of last administration 

prior to attendance at KAA 

 

MEDICINE DOSAGE  FREQUENCY 
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REASON FOR ADMINISTRATION 

 

 

 

 

PARENTAL CONSENT 

I hereby acknowledge my consent for the above child to be administered the medicine 

described above: 

SIGNATURE:  

PRINT NAME:  

DATE:  

CONTACT NUMBER:  

 

 

 

 

 

CONSENT FOR EMERGENCY MEDICAL TREATMENT 

In the unlikely event of your child needing emergency medical treatment while at the club, it 

would be helpful if you would sign below. 

I consent to any emergency medical treatment for my child necessary during the running of 

the club. I authorise the play care staff to sign any written form of consent required by the 

hospital authorities if the delay in getting my signature is considered by the doctor to 

endanger my child's health and safety. 

SIGNATURE:  

PRINT NAME:  

DATE:  
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• APPENDIX C 

Kids Arts Academy Record of Medicine Administered to an 

Individual Child 

This form is to be completed by KAA staff and used in conjunction with Parental consent to 

administer medicine form 

Name of member of KAA 

staff: 

 

Name of Child:  

Parents name   

Activity group at KAA:  

Date medicine provided 

by parent:  

 

Name and strength of 

medicine: 

 

Expiry date:  

Has the parent signed 

consent form to 

administer medicine? 

Yes/No 

If answer ‘No’ then we cannot administer medicine 

Staff signature: 

 

Time of 

Administration 

Whilst at KAA 

Dose Given 

 

Date Signature of 

staff KAA who 

administered 

meds 

Staff witness 

signature 
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Requirements for the Childcare Register: childcare providers on non-domestic or domestic 

premises 

A childcare factsheet 

This guidance describes the requirements set out in regulations for both parts of the 
Childcare Register (compulsory and voluntary). If providers choose to be included on either 

part of the register, they must always meet these requirements when providing childcare. 

 
Age group: Birth–17 

Published: September 2012 

Reference no: 080143 
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