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General Information
Leisure for Autism

Is:
A registered charity (number-1076305) that supports school age children with Autistic Spectrum Disabilities, and their families, within Greater Manchester by providing a range of stimulating leisure activities during the school holidays.
Our aims are:
To improve the quality of the lives of school age children with Autistic Spectrum Disabilities and associated disorders.

To improve the quality of the lives of the parents, carers and siblings of school age children with Autistic Spectrum Disabilities and associated disorders.

To raise public awareness and understanding of the complexities and implications of their needs.

1. GENERAL STAFF RESPONSIBILITIES

All staff, including bus drivers, should be at the centre no later than 9.00am unless other arrangements are agreed with the Leader.  If, for any reason, you are unable to work please phone the Co-ordinators before 8.30am on the mobile numbers.


The Leader will allocate staff to either escort on the buses, prepare the lunches or supervise children at the centre.


All staff are expected to be available for work until 4pm. There may be occasions when staff may need to be available beyond this time (for example –a child still on the premises) or you may be able to finish earlier.  This is at the discretion of the leader and flexibility is appreciated. Every effort will be made to ensure that working hours are fairly distributed.

Staff are expected to bring their costumes every swimming day.  They will be informed by the Leader if they are needed to support users in the pool or supervise them from the poolside. 

All staff are expected to accept every youngster as an individual.  They should find out as much information as possible about them by referring to their file and talking to the Leader and staff with specific experience.

At all times we expect high standards of behaviour from every member of staff, including volunteers.  While we obviously accept that some behaviours from the children may draw attention from the general public we expect everyone to set a good example.  Remember that the conduct of each member of staff reflects on the image of Leisure for Autism. 
Smoking is not permitted in the vicinity of the users at any time.  Upon request, breaks will be provided throughout the day when staffing levels permit. 

There is no set rest period for staff during the day, but flexibility can be applied to ensure that everyone gets a short break if they need it.


No medication should be brought along without the permission of the Leader who will ensure it is stored safely, away from users.

 
2.  LEADER RESPONSIBILITIES

The Leaders are responsible for the safety and welfare of the users and staff at all times throughout the day.

They must ensure staff understand and adhere to the “Staff guidelines and general information”.

Mobile phones must be fully charged up before the start of each day.

Leaders must ensure that they keep the Users Information/Staff files secure and up to date at all times.

They should liase with the Co-ordinators at the start of each day to confirm which children are attending the scheme and which staff are working, in case any changes have been made to the original work sheets. 

Leaders, staff, drivers employed by Leisure for Autism and volunteers must visibly wear ID Badges (with photograph) at all times.

In the event of an accident or incident all details should be recorded immediately on the Accident/Incident Sheet in the file.  The Leader will use his/her discretion to decide if the parents/carers and Co-ordinators need to be advised.  

Leaders are responsible for ensuring adequate First Aid kits are carried on the buses and in the Leaders rucksack.


No children should be brought into the centre before 10.00 am, except by prior arrangement in exceptional circumstances.


The Leader must ensure the centre is left clean and tidy, locked and secure before leaving the premises on any occasion. 

Headcounts or rolecalls should be conducted every 30 minutes when outdoors. It is important that everyone gives their full attention to these. 

3.  DRIVER AND STAFF DUTIES


Drivers and their vehicles must remain available to the scheme throughout the day.

Every morning drivers must ensure there is plenty of fuel for the day and that their vehicle is roadworthy.

In the event of a breakdown contact the Co-ordinators as soon as possible to share information and seek guidance.

Drivers must always travel in convoy unless there is a specific and agreed reason not to do so.  In this way, should there be a breakdown or incident on one vehicle, the other can be alerted immediately.


Doors must be kept closed at all times when the vehicles are in motion.


No child must ever be left unattended on a playscheme vehicle.

All vehicles are fitted with seatbelts, which must be used and adjusted.  Where a child is known to unfasten seatbelts, he/she should be seated next to a member of staff.

Staff must ensure children who are known to be aggressive or self-injurious are seated where there is a minimum risk of harm or distraction to the driver/passengers.  Refer to their information sheets and/or be guided by staff with knowledge of the child. Record or report to the leader any new behaviour, which may constitute a risk.

Staff should ensure that every child comes with a change of clothing, waterproofs and wellingtons.  On swimming days they must also check that swimming gear is sent with the child.  Staff must ensure that all children’s belongings are returned with the child at the end of the day.

Staff must log all belongings in the appropriate book on each bus.

It is essential that staff give positive feedback and information about each child’s day to parents/carers on returning them home.  For example; where they have been, what they have eaten and what they have enjoyed doing that day.  However, it is the Leaders responsibility to inform families of any incidents.  While we appreciate you may feel tired it is worrying for parents/carers to be met at the door by someone who seems uninterested and unenthusiastic.  Please remember that you are representing Leisure for Autism.

Staff must ensure that each child has access to drinks at all time.

4.  CARE AND SUPERVISION OF THE USERS

It is the aim of the Leisure for Autism to allow every user maximum freedom to experience and enjoy the activities on offer.  However it is also our responsibility to ensure that the care and safety of every user takes precedent over all other factors in determining the degree of supervision required for each individual.  Where there is dissent on this issue it is for the leader to decide, in consultation with the senior leader, carers and ultimately the Management Committee where necessary.

In general, children below the age of five should be in physical contact with a staff member at all times when outside, either by holding hands or the use of reins or wrist straps.  However there may be times, especially in designated play areas, where this is neither practical nor desirable and vigilant supervision as directed by the leader should be maintained.

Staff may find it helpful to be allocated specific children to supervise, although, except in the case of one to one supervision, this is difficult to sustain.


When we are walking in the countryside we inevitably get strung out, therefore, Staff will be evenly distributed along the length of the group.  It is important to stop at regular intervals, so the rest of the group can catch up and at any junctions in the path.  Staff at the back of the group must ensure that no child is allowed to walk behind them. 

Any accidents or incidents should be reported to the leader immediately, so that he/she can take appropriate action.

In wet weather, try to ensure that any waterproof clothing provided is used, and that children are dried off as much as possible on their return to the vehicles.  Similarly, sunscreen should be applied before exposure to strong sun and hats worn where provided.  Parents are asked to provide their own sunscreen in view of the allergy risk.


5.  TOILETING

Opportunities to use toilet facilities are provided throughout the day.  We also have RADAR keys which enable us to use Disabled Facilities which are often more spacious and secure than public toilets. 


Where users are able to manage their toilet and hygiene needs independently they should be encouraged to do so, though they will require escorting to and from the toilets. 


A number of our users are incontinent or only partially able to manage their needs. In these cases the following rules should be applied:


Always wear protective gloves which are provided.

Male staff may not change female users.

At least two staff members should be present, though this should be managed in    
a way 
which does not compromise the user’s dignity.

All waste should be wrapped and disposed of safely.

 

6.  LUNCHTIME

Parents are asked to provide a packed lunch for their children and a packed lunch is provided for all staff.  This usually consists of a choice of sandwiches, crisps, biscuits and hot and cold drinks.  It is freshly prepared every morning and put on the vehicles once they have returned from their morning run. 

The simplest way to manage lunchtimes is to eat on the vehicles.  This eliminates hazards such as straying children, bad weather, insect invasion and animal droppings. If the decision is taken to picnic out of doors then extra care must be taken and all children should be encouraged to sit down whilst they are eating and drinking.  Staff should ensure that all users have been provided with lunch before they take their own, and this may involve assisting with eating and drinking, and clearing up.  Care should be taken with hot drinks at all times.

Everyone should contribute to clearing up and the safe storage of boxes for the return journey.  Litter should be disposed of or returned to the centre.

7.  SWIMMING

All children who attend playscheme on a swimming day are expected to go in the water. This is because there are no facilities at the pools for non swimmers to be supervised in safety and all staff need to be focusing their attention on the children in the changing rooms and water.  

It may be necessary for escorts to confirm that adolescent girls are not menstruating before collecting them on swimming days.

Some of the children suffer from epilepsy.  Ideally they should wear yellow hats in the water but this is not always possible.  The leader will always have information as to which children are affected and should remind staff at each session.

It is a requirement of the Swimming pools that all children who have had a seizure within the last six months have one to one supervision in the water.

Swim bands must be worn by all children unless otherwise specified.  No child wearing swim bands should approach the deep end of the pool and it is useful to have one or two members of staff in this area both in and out of the water to redirect drifters.

There is a requirement for staff to go in the water but we need a minimum of four adults on the poolside.  It is preferable to take turns so that everyone has a “dry” turn.

In the event of someone getting into difficulties it is the responsibility of the pool attendant to take charge of the situation and the playscheme staff would be expected to co-operate fully with them.

Changing before and after swimming is a time when staff need to be at their most vigilant and ensure that all children are kept in cubicles until people are free to supervise them in the water or waiting area.  One member of staff will be directed to remain in their swimming costume until all the children have left the poolside.


Whenever possible we have additional volunteers on swimming days.
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