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It should be noted that children at play are not playing about; 

Their games should be seen as their most serious minded activity 
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  Mission Statement 

 
“Buddies provides community based play/leisure, social and recreational opportunities for range of 

children and young people with additional support, giving independence, choice and the opportunity to 

be valued as individuals allowing children and families to lead as normal lives as possible”. 

 

Buddies Clubs and Services 
Buddies Clubs and Services is a recognised charity and a company limited by guarantee. 

We totally rely on outside funding through various grants, trust funds Staff fundraising and 

income from fees 

We are a voluntary organisation run by a Board of Directors comprising of mainly Parents 

We are able to offer a variety of services to families including: 

Youth Club, Sunday Club, after school, Nursery,  

 Positive parenting courses, Play Schemes and Out reach and Adventure Breaks . 

 

 Aims 

 
 To develop each child’s self esteem 

 Empower each child to explore new skills 

 Encourage the development of interpersonal relationships 

 Develop concentration and listening skills 

 Develop communication (including signing) 

 Encourage independence skills 

 To participate and enjoy all activities to develop friendships as 

possible 
 

 
Accommodation 

We are based on the first floor of Netherton Community Centre.  Our premises comprise of 2 large 

playrooms, a teenagers/parent room, main office, staff room, girls and boys toilets and kitchen.  The lift 

gives us appropriate access.   There is a disabled toilet facility on the ground floor plus appropriate changing 

facilities on the first floor. The premises are leased from Glasgow City Council Culture and Leisure 

Department. 

 

 

 



     

   

Our Staff 
 

Jane Hook- Chief executive 

Julie Cowan Manager of all services 

(Based in main office – Tel no 0141 434 0201) 

 (Based in Main Services office – Tel no 0141 950 2166) 

Play workers/Care workers 

Volunteers                                                  

 

We have a large team of experienced Play workers who have training in a variety of areas such as:  

SVQ /HNC Early Years, Play work, caring for Children and Young People, First Aid, Health and Safety, 

administering prescribed medicines and many more to enable them to meet the individual needs of the 

children.  However, our staff have no formal medical training other than that given by parents or school 

nurses. We do not have an in-house Registered Nurse. 

 

Admissions & Discharge 
Children come our way variously: self-referral via parents; referrals from SEN schools via teachers; through 

educational psychologists, health visitors, social workers and child development centres.  We also receive 

referrals from the Childcare Partnership Information Unit. An information pack is sent to the source for 

completion.  Initial contact is made by inviting parent / carer to Buddies to have a discussion.  Following this 

a Buddies visit is arranged for the child.   This is to allow staff to observe the child in the play environment.  

Senior staff must take into consideration suitable days and level of support needed, available funding and 

the mix of children.  A further visit, into suitable group may be arranged.  A trial period is agreed.  

 (Approx 4-6 weeks).  If deemed appropriate, to gain more information, a senior member of staff may carry 

out a school visit in the early stages of assessment or trial period. 

Priority is given to working parents, parents wishing to undertake educational or other work-related training 

programmes.   For children to access the service parents must become members of Buddies clubs and 

services Scheme.  Annual membership is £6.00 per family, £3.00 for a single parent family.  Contact with 

families is kept up; including regular monitoring and evaluation questionnaires, to ensure the service meets 

individual needs. 

 

 

                     Discharge 
Normally children who are happy and able to benefit from Buddies remain within the service according to 

need and funding.  Should a child experience difficulties or not settle, a full discussion is held with the 

referral source and parent with the aid of written reports.  Occasionally Buddies simply cannot accept a 

child because of the high level of support needed or because some serious health issue is incompatible with 

our insurance cover.  Our management team have the right to review placements when circumstances and 

events pose a potential risk to other children / teens or staff, in line with Buddies health and safety policy 

and risk assessments. 

                                             Administering Medication 
Children at Buddies present a range of health issues.  Where feasible we give staff training in how to cope.  

However, children whose conditions have more serious implications (e.g. those needing injections) would have 

to be excluded as we do not have in-house medical support.   Our insurance cover permits us to administer 

prescribed medication.  Parents sign consent forms agreeing to this and provide full details of drug, dosage 

etc.  Consent forms for full medical treatment are also carried on all outings.  Buddies have a locked 

medicine cabinet and double signatures are required in handing out children’s medication.  Staff are trained 

to administer various prescribed medicine.  Staff training is updated on a regular basis to ensure all existing 

and new children’s medical needs are being met. 

 

 



     

   

Board of Directors 
The Articles of Association of the Company require a minimum membership of two, with a maximum of 

fifteen. At least two thirds of the membership must be parents or guardians of persons who participate in 

our activities. The quorum at any board Meeting must be at least fifty percent of current membership. No 

paid employee may be a Board Member. The Board is responsible for every aspect of our activities, existing 

or new. One very important aspect is the continuing efforts to obtain sufficient financial support via local 

government sources, various charitable trusts and staff fund raising etc. We can never be self supporting.  

Under company law and other various Statutes, this includes for example: 

 

1. Maintenance of proper accounting records, which disclose at any time the 

current financial position of the company and facilitate compliance with the 

Companies Act. 

2. Safeguarding the Company assets 

3. Adherence to all applicable current legislation – Employment Laws, Health & 

Safety etc 

4. Maintenance of proper Minutes of all Board and General Meetings 

5. Circulation of Annual Accounts to all Company members and convening an 

Annual General Meeting 

of members each year 

 

 

 

Day to Day Management 
 

1 The Board delegates to our Chief Executive and Service Manager the 

responsibility for the day to day implementation and improvement of our 

activities, assisted by our full/part time staff 

2 Detailed reports are made to the Board at each meeting 

3 All other decisions being taken at Board meetings 

 

Communication systems 
We use Board maker symbols as pictorial aids for the children; some children have individual boards and 

books. This is a vital means of communication for children with little or no speech and language. Staff has an 

awareness of Makaton (signing system) and many have attended training provided by Speech and Language 

Therapists from York hill Hospital. We feel strongly that children should be encouraged to express 

themselves through either verbal/non-verbal 

Communication systems.  We encourage Parents to inform us of any changes regarding communication 

Systems. 

 

Challenging Behaviour 
As a parent-led organisation we are opposed to physical intervention. The only time we find this necessary is 

when a child is either a) self-injury, b) threatening to injure another child or staff member. We use de-

escalation techniques and redirection to defuse these situations however,  

 

Child Protection Policy 
We carry out Enhanced Disclosures on all staff and volunteers through Disclosure Scotland.  This procedure 

is carried out prior to employment commencing.  Part of our Child Protection Policy relates to photographs 

and videos.  Photographs will only be taken with parental consent.  Parents are not allowed to take pictures or 

use videos within Buddies for personal use.  Staffs are not allowed to take pictures of children for parents 

with parental equipment.  All staff has regular training and updates relating to Child Protection.    

 



     

   

 

Confidentiality 
Information about children is given by parents/carers during registration and some of this may be 

confidential.  They are told they may access the file for, say updating.  A personal child profile is completed 

by the parent/carer.  These profiles are used by staff as a guide to the child’s needs.  Information is not 

confidential, but contains helpful facts like ‘afraid of dogs’, ‘allergic to dairy food’ etc.  This too may be seen 

and amended by parents/carers.  Personal information from outside sources - e.g. confidential background on 

child/family circumstances - is kept in separate secure files.  This is not available to anyone apart from 

senior management unless child abuse is suspected, when we must by law assist all concerned. 

 

Due to the Data Protection Act only names, addresses and phone numbers are on computer, along with 

contact numbers for emergencies or social workers. Parents/carers provide virtually all the information kept 

and they are told clearly face-to-face what may be accessed by play workers and what is kept in confidential 

files.  We do not keep large screeds of information on file. Most of what we do keep is a help to caring for 

the children safely and constructively - the kind of briefing a parent would give to a new baby-sitter, 

repeated for every child on our books.  All information is marked Confidential if required and access is 

controlled.  Our photocopying is limited to personal profiles for use by staff and consent forms signed by 

parents as required by law.  No other information is copied. 

 

It is worth noting that many parents/carers do not complete personal profiles well because they understand 

their child and often underestimate our need to know about language, toileting, eating, allergies etc.  Help 

should always be offered with completing forms.  Social workers making referrals are asked to assist with 

forms to optimise use of Buddies services.  For instance, if a child is terrified of dogs we need to know 

because an outing to the park could need a 1:1 staff ratio or might involve a risk assessment.  All such issues 

affect the staff levels needed and their efficient use.  Buddies will not pass personal details to other 

professionals without parental knowledge or consent.  Parents have access to all records concerning their 

child.  

   

 

 

Consent Forms 
Consent forms are completed on an annual basis by parents/carers.  We require an emergency contact 

number in case of an accident or emergency where the parent/career cannot be contacted.  Please keep the 

office upto date with new information and contact numbers. 

 

Curriculum 
Play:  Emotional and Personal Social Development, Communication and Language, 

Knowledge and Understanding of the World, Expressive and Aesthetic Development and Physical 

Development and Movement. 

                          

 

Parental Fees 
     

Annual Membership - £6.00 Family Membership £3.00 Single Parent Membership 

 

Registration - After school  

£5.00 per term, Sunday Club £5.00 per year  

Holiday Play Schemes £5.00 per scheme (Easter, summer and October) 

Youth Club £5.00 per year  

+ Daily Rate - Fees are based on the needs on each child.   



     

   

An individual assessment is carried out by staff 

With help from parents prior to a place being offered. 

 
 Healthy Eating 
Healthy eating is a very important to both children and families who use our services.  Many of our children 

suffer from various allergies to additives and a small number have peanut allergies.   

 

Snack-time: 

We provide children with a variety of fresh fruit such as grapes, bananas and satsumas to eat and either 

milk or diluted juice (with no phenylalanine).  We also try to offer the children with variety and encourage 

experimentation – rice cakes and breadsticks are popular with the younger ones!  They love carrot and 

cucumber sticks and fresh yoghurt also! 

 

 

 

                 Lunches: ( Playschemes) 

 We do not offer lunches for the children, therefore parents are requested to supply these when needed 

e.g. for parent and toddler sessions and during school holidays. We ask parents to provide a healthy varied 

lunch which consists of a sandwich, yoghurt, piece of fruit and a diluted drink.  During Play schemes packed 

lunches should be sent in a labelled plastic bag.  Lunch Boxes are only accepted with a cooling device inside. 

 

Security 

Buddies have a secured entrance controlled by a monitor in the office and playroom. Parents/Carers/escorts 

are asked to sign children in and out of the building. Sheets are located in the main corridor.  Only a named 

person will be allowed to collect a child from Buddies. It is essential that parents/carers inform the 

office/management if someone different is collecting their child. Fire door and escapes are clearly marked 

with fire drills carried out announced and unannounced on a regular basis. 

  

 

 

Settling in 

 
When a child is allocated a place, there is a settling in policy.  Children attend for 1 hour on first day and the 

parent/carer stays either with child or on premises (depending ever is deemed appropriate).  Following a 

number of visits or once a child is happy and settled parent/carers are able to leave.   This process may take 

longer for some children.  All necessary paperwork will have been completed by this stage. 
 

Sickness/Respite 
We would appreciate as much notice as possible due to staff ratios. 

 

Services 
Cancellation – Parents should be aware that in the event of late staff sickness cancellation of a 

service may occur. 

If a Parent/Carer wishes to cancel we require 24 hours notice or charges will apply 

 (Please note that we staff for the number of children we expect for each service)  
 



     

   

Nursery  

 

Monday – 

Friday  

 

9.00am-

3.30 pm 

Birth-

5years 

 

     

After school 

 

 

Mon – Fri  3.00pm – 

5.30pm 

5 –19 Years 

 

          

Youth Clubs  

Young Adult 

clubs 

Mon Seniors 

Wed Seniors 

 

7.00pm – 

9.00pm 

14 – 35 yrs 

14 – 35 yrs 

      

 

Sunday Club 

5-19 

 

 

Sundays 

 

2.00pm – 

4.00pm 

5 –19 yrs 

     

Holiday 

Play Schemes 

College break 

clubs 

 

 

Holidays  

Mon – Fri  

9.00am  - 

3.00pm 

5 – 35 yrs 

 

 

 

 

 

 

 

 

Working Parents 
From April 2003, existing tax credits have been replaced with two new tax credits: 

 Child tax credits 

 Working tax credit 

Working families are entitled to claim the full charge for their childcare from the tax 

office.  This means that if you are a working parent and your child attends any of the 

Buddies Services the full fee is the amount you must be claim back and not the parent’s 

fee (a list of full fees is available from the office).  The full fee represents the actual 

cost of your child’s services, which is subsidized by Glasgow City Council, Childcare 

Strategy and Sure Start  Please telephone 0800 500 222 for assistance. 

Families from outside Glasgow must have full funding available before we can offer a 

service. 
 

 

 

 



     

   

 

 

 
Care Inspectorate 

We are regulated by the Care Inspectorate who carries out Annual Inspections.  A copies 

of these are available to read on the Parent’s Notice Board next to the main entrance of 

Buddies. 

 

 

 

 

 

 

Complaints & Suggestions 

 
We welcome any complaints / suggestions to help us improve our service. 

Initial complaints should be made to the Manager 

You will be informed of the action taken (if any) within 20 days after the date on which 

the complaint was made. 

However parents are free at any time to complain directly to; 

 

Care Inspectorate 

4th Floor 

No 1 Smithhills St 

Paisley 

PA1 1ES 

Tel; 0141 843 6840 

 

 

 

 

 

 

 

 



     

   

Fund Raising, Donations and Grants: 
 

 
BUDDIES CLUB IS A PARENT LED ORGANISATION. 

We are a voluntary organization, a recognized Scottish charity and a company limited by 

guarantee. All parents are invited to become members. Annual membership costs £6.00 

per family /£3.00 for a single parent. 

 

WE CONSTANTLY FUND RAISE TO PROVIDE, EQUIPMENT, OUTINGS, 

SUBSIDISED PLACEMENTS IN ALL SERVICES AND EXTRA STAFF TO SUPPORT 

CHILDREN AND FAMILIES.  

 

All parents are invited to fundraising events and your support is greatly appreciated. 

 

We receive a range of grants to assist with different services. All grants are 

acknowledged in our annual accounts under the relevant restricted funding section. 

 
 
 


	Charity No SC024503

