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After School Club Policy
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[bookmark: _Toc493589707]1. Aims
[bookmark: _Toc493589708]Our aim is to provide an after-school provision where everyone is made welcome and valued. We are fully committed to working in partnership with parents/carers to provide high quality, safe and stimulating care, learning and play opportunities for children. We aim to provide a broad range of activities that will enrich the curriculum offer in the schools.

The after-school club serves both Rockland St Mary Primary School and operates from 3.30pm – 5.45pm.

A small snack (toast or fruit) will be provided for children.
 
[bookmark: _Toc493589709]2. Roles and responsibilities 
The headteacher will:
Ensure that the curriculum offer in the After School Club is of a high standard
Ensure that there is a broad and varied range of opportunities that will engage pupils and support their personal development within our core school values of Believe, Explore, Achieve and our school rules of Ready, Respectful and Safe. 
Monitor success in achieving the objectives and report back to the Trustees.
Ensure that all Safeguarding procedures are followed.
The after-school club lead will:
· Ensure that there is an engaging and purposeful curriculum offer in place.
· Manage the wellbeing and behaviour of children in following the school behaviour policy.
· Ensure that rules and procedures when transporting children on the minibus are followed.
· Monitor and quality-assure the provision where it is provided by external providers.
· Ensure that all safeguarding policies and procedures are followed – see School Safeguarding Policy.
· Follow procedures around accident incidences – see SET Accident Incidents Policy.
· Ensure that food safety and hygiene training is up to date.
· Ensure that first aid training is up to date – see SET First Aid Policy.
  
All school staff are expected to have regard to this document and to work to achieve the objectives set.

[bookmark: _Toc493589710]3. Payment and booking 
· We provide out of school care for children aged 4 – 11. Only children attending Rockland St Mary Primary School and Surlingham Primary School are eligible to attend.
· Places are offered on a first come first serve basis with a capacity of up to 25  children. 
· All parent/carers must complete a registration form for each child attending the club and sign an agreement to adhere to the terms of this policy.
· The club costs £10 a session per child. No discounted rates are available. 
· Fees are payable in advance via MCAS. Bookings are encouraged to be booked in advance for each half-term where possible.
· Ad hoc or urgent last-minute bookings during the week are permitted, with 24 hours' notice, but: 
· Parents must contact the school office directly. This is because registers are printed in advance and would need manual updates. 
· If all places are filled, a waiting list will be established with the following order of priority: 
1. Siblings of children already attending the club, 
2. Those requiring the greatest number of sessions/hours a week. 

· If a child that is not booked on to after school club and presents themselves at the club, their parent will be telephoned to collect them, and they will be kept safely but outside of after school club. We reserve the right to charge an administration fee should this occur.
· Fees must be paid for on agreed days, even when a child is absent (unless the school has requested the child to stay at home due to our illness and exclusion policies).
· Children must be collected between 3.30pm and 5.45pm Monday to Thursday and by 5pm on Fridays. A late fee will apply if the child is picked up past 5.45pm at a charge of £10. 
· We reserve the right to withdraw a place from a child who is felt to be a danger to other children or who impedes the effective running of the club.
· Pupils in receipt of pupil premium funding can apply to the school office for a reduced rate. 
3b. Moving Sessions 
· Our booking system has been created to prevent casual or frequent changes that disrupt planning. 
· Parents may be allowed to move sessions with at least 24 hours’ written notice.
· Parents must email and inform the schools office with any changes immediately. Office staff aren’t automatically notified of changes via MCAS. 
· Movement would not be automatic and would be: 
· Considered case by case 
· Dependent on the reason given and spaces available on the day. 

4. Childcare Vouchers
· If you pay by Childcare Vouchers, you should book your place as above for standard bookings via MCAS. 
· As voucher payments are transferred directly to our bank account, an email must be sent to the school office notifying of your payment as soon as you have made it to office@rsm.set.education (Rockland pupils) or office@sps.set.education (Surlingham pupils) detailing your child’s name and the account to be credited after school club to cover your specific bookings. These bookings can then be reconciled with the Voucher payments that school receives efficiently. 
[bookmark: _Toc493589711]
5. Curriculum
· The programme of activities and the atmosphere of our Club aim to encourage confidence, independence, and enjoyment. 
· The activities provided at the club will encourage pupils’ personal development and provide a range of opportunities which will enrich the wider curriculum offer at the schools. 
· The curriculum will be broad ranging and will aim to develop resilience, resourcefulness, reach and responsibility – as well as developing cultural capital.

6. Equal Opportunities
· Our Club is committed to taking positive and proactive steps to ensure that we provide a safe and caring environment, free from discrimination, for everyone in our community. 
· Our Club is fully committed to the principles of inclusion. Comments or acts expressing discrimination will be challenged sensitively but firmly. 

7. Health and Safety
· The Club aims to ensure the health, safety and welfare of all staff, children, visitors and other individuals who may be affected by the Club’s activities. 
The following steps will be taken:
1. Create an environment that is safe and without risk to health.
2. Prevent accidents and cases of work-related ill-health. 
3. Use, maintain and store equipment safely.
4. Ensure that all staff are competent in the work in which they are engaged. 

· Our Club is committed to encouraging and promoting good health and to dealing efficiently and effectively with illnesses and emergencies that may arise while the children are in our care. 
· Parents/carers will be contacted immediately, if there are any serious illnesses or concerns. 
· In the event of a head bump, children will go home with a green band around their wrist and the parent/carer will be contacted via phone straight away.
· Any other low-level injuries will be notified during parent/care collection.
· All contagious diseases, and any allergies must be notified to staff in advance.	
Risk Assessment Policy 

· The club will follow the normal school risk assessment policy

[bookmark: _Toc493589713]8. Travelling via Minibus or Car
· Children attending the club from Surlingham Primary School will be collected at the end of the school day by minibus and transported to Rockland St Mary where the club will be held. 
· Only staff that are qualified and insured to drive the minibus will escort the pupils from A to B.
· If we are over capacity of the minibus, a qualified and insured staff member may transport the children in their car. Booster seats will be provided in this instance for children that require them. 

· There will always be a minimum of one driver and two or more children in the minibus or car at any one time.
· Staff will adhere to the minibus/car risk assessment and handbook.
· Children will be expected to stay seated, wear seatbelts and behave appropriately. 
· The club will not tolerate misbehaviour in the minibus or car – if a child does not behave appropriately in the minibus they will be removed from the club.
· If the weather conditions mean that the minibus is not safe to drive, we reserve the right to cancel the club and may ask parents to collect their child/ren.

9. Collecting your child 

· Parents/carers are to collect from the Margaret Mac Room during winter months unless otherwise informed via the school office. 
· On Fridays the after-school club will take place at Surlingham Primary School. Please collect your children from the main school office. 
· During Spring and Summer months, we aim to be outside as much as the weather permits so parent/carers collecting their child should ring the buzzer on the left-hand side of the main school gate and a member of club staff will attend and escort them to the club to collect their child/children.
· Parents/carers must sign their child/children out of the club. Children can only be collected by an adult who has been authorised to collect them on their registration form or by having knowledge of the pre-arranged password.
· Parents/carers must inform the Club in advance if someone who is not listed on the registration form is to collect the child. 
· Staff will contact the main parent/carer for confirmation if they have any concerns regarding departures. 
· Parents/carers must notify the Club if they will be late collecting their child. If the Club is not informed a later collection fee (£10) will be charged. 
· We do not permit any child/children to leave the club on their own.
· All parents/carers are requested to make sure their child/children are collected by 5.45pm (5pm on Fridays). If you are unavoidably delayed, please contact the school mobile on 07977058772. 
[bookmark: _Toc493589715]10. Monitoring arrangements
School leaders will monitor the provision of care, and the quality of the curriculum offer.

[bookmark: _Toc493495532][bookmark: _Toc493589716]11. Links with other policies
This document links to the following policies:
· After School Club Risk assessment 
· SET Accident Incident Policy
· SET First Aid Policy
· School Safeguarding and 
· School minibus risk assessment
· SET minibus handbook
· SET Driving for Work policy
· SET supporting children with physical disabilities policy
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