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About the Club
Welcome to our Breakfast / After School Club.  
Throughout the rest of this handbook the word ”Club” should be taken in reference to both Before and After School provision. 

Our club is based in the Infant Department of Heyhouses Church of England Primary School, and is registered to provide child care for children in Year 2-6. 

(Heyhouses Nursery School provides care for the children in Reception and Year 1 and should be contacted directly on 01253 640110 to arrange sessions for those children.)
We offer extended care in the form of a Before School Breakfast Club from 8 am and After School Care from 3.30pm to 4.30pm or 5.45 pm.
The facilities used will include the Infant Hall, classroom, Library and the playground.

Heyhouses’ Mission Statement:
‘We seek to enable children to reach their full potential educationally, spiritually and socially so that they may become all that God has created them to be.’
Aims

The club aims to provide a safe, secure and relaxed environment for the children in our care. We endeavour to provide an atmosphere and activities appropriate for the children we care for.
What we offer

We offer a wide range of activities including many of the following: cookery, craft, needlework, board games, reading, construction, outdoor play and homework opportunities for older children (Yr 6) who wish to do some independent study. During their time at the club children will be able to choose activities that suit them best.

A snack/light tea and drink are provided each day ie Beans on toast, Wraps and Rolls, Cheese and crackers and always fresh fruit.  This is not intended to substitute for a main evening meal that the child may receive at home, but is to keep your child going until they get home. Kitchen Staff are Food Hygiene Trained and follow statutory guidelines. Fresh drinking water is available at all times. Individual dietary requirements for allergies and and parental preferences are met wherever possible. 

Staff

The staffing ratio is 1 to 10
Afterschool Club Manager: Mrs Sarah Davies 

Breakfast Club Leader:      Mrs. S Norton
Breakfast Club Assistant:  Mrs W Kirkham, Mrs T Boland, Mrs Potton, Mrs Hyde,

                                           Miss Sutcliffe
After School Leaders:        Mrs L Healy
 



      
   Mrs S Norton
 After School Assistants:   Mrs Hyde
                                           Mrs J Connors
                                           Mrs T Boland
                                           Mrs D Lord

                                           Mrs S Bishop
                                           Mrs D Potton 
                                           Mrs L Rudd
                                           Mrs Topley

                                           Miss B Harrington

                                           Miss Sutcliffe
                                           Mrs Rooke

Our aim is to provide a smooth transition between school and club. We also have bank staff available to cover absences, when regular staff are ill or attending courses. All our staff have significant experience of working with children, and comply with requirements for registered childcare. Staff are expected to undertake professional development training. All staff members are checked through the Disclosure and Barring Service (DBS.)  We maintain a staff/child ratio of 1:10 for children under the age of eight, in line with statutory requirements. 

Organisation

Out of School Club is run by school, employing a team, all of whom live locally. We maintain a close working relationship with the school in order to ensure continuity of care. The majority of staff also work in school too providing familiar faces for the children attending.
Terms and Conditions
Admission 

It is our intention to make our club accessible to children and families from our Junior Department and Year 2.  Admission to the club is organised by the After School Manager and a waiting list system may be implemented when the need arises.  The waiting list will be operated on a first come-first served basis, with the exception of siblings who will have priority for the same day(s) as a sibling already attending. 

A completed registration form is required for each child attending. This form contains information concerning your child and is confidential. In the event of a medical need we may ask for further detail in order that a child’s individual needs may be met appropriately.
Re-enrolment is required at the end of the summer term.  Places will not be kept open for children unless a new registration form is completed.

Policies and procedures

The club is school run and operates under a number of policies and procedures, copies of which are held at the club, and are available at your request. Copies of policies relating to fees, behaviour and admission will be distributed to all users annually.

Statement of Health & Safety Policy

1. Heyhouses Primary School is committed to securing the health, safety and well-being of pupils, employees, and others affected by our activities, including visitors and contractors.  Everyone has a part to play in bringing this into effect and full co-operation is therefore expected.  

2. All reasonable, practical measures must be taken to avoid risk to children, staff and others who may be affected.  Risk assessments are carried out on a regular basis. Records are kept on file.

3. All staff have responsibility for implementing the policy throughout School and must ensure that health and safety considerations are given priority in day to day planning and supervision.

4. Whenever a member of staff notices a health or safety problem which they are not able to put right they must inform the Leader immediately.
Equal Opportunities
The Governors and Staff of Heyhouses School are committed to equality of opportunity in education for all pupils and in the employment of staff regardless of sex, race, culture or religion.

We seek to promote in our pupils an awareness of and a respect for the beliefs and needs of others and thereby prepare them for integration in a pluralist society.

We aim to provide a range of equipment and resources which reflect our multi-racial society.

Staff have a commitment to treat all children as individuals and to take account of individual needs ensuring equality of opportunity.

We are an equal opportunities employer.  This is reflected in the Recruitment and Admissions Policy. (See Staffing Policy).

We are sensitive and responsive to the needs of children for whom English is an additional language and for children who have particular needs or disabilities. 

Fees from September 2022 these will be 
Session
 Time
 Fee


Breakfast Club 
  8.00 am– 9.00 am 
  £7.00
After School 
  3.30pm – 4.30pm 
  £7.00
                                                3.30pm – 5.45pm        £9.00
Prompt payment of fees is requested.  Fees are payable during all times the Club is open for all booked sessions.  Half a terms notice is required if the place is no longer required.  Fees are usually reviewed annually.
Payment by Bank Transfer is preferred either from your account or via Childcare vouchers. We accept a wide range of these – just let us know which scheme you use so we can look out for payment. We can also take cheques, (payable to “Heyhouses After School Club”) or cash in special circumstances. Fees are payable by Invoice, either monthly for the school year or at the beginning of each half term. Banking details are included on the invoices as well as upon request. 
Due to the demand for places the Club’s Policy on late payment is that any payments more than three weeks in arrears will result in the child’s place being withdrawn and the place offered to another child.
Penalty Fee
If the school is not informed of a child not attending their session OR not informed if a child will be picked up late we reserve the right to levy a £10 fine per child per occasion.
Cancellation
Should you wish to withdraw your child from after school or breakfast club a written notice of half a term is required.
Daily Routine                                 
	BREAKFAST  CLUB

	8.00 – 9.00 am
	Breakfast Club – breakfast and small group activities

Breakfast is served until 8.30 am, children walked to Junior site in time for registration at 8.55am. Year 2 children are escorted to their cloakrooms in time for Registration.

	AFTER SCHOOL CLUB

	3.20 pm
	After school staff leave to collect children from the Junior Department and brought back to the Infant Department.

	3.20pm
	Year 2 children come through to the After School room and are greeted by staff.

	3.30pm – 4.30 pm
	Activities indoors or the outdoor area (as appropriate). Drink and fruit upon arrival.

	4.30 pm – 5.45 pm
	Snack and small group activities and games. Outdoor play.

  


The above times are approximate.
Breakfast Club
The children are welcome anytime from 8 am onwards.  Breakfast is available if required up to 8.25 am. The children are free to choose any of the activities available.
After School Care

After School offers a caring and social environment at the end of a busy school day. A snack is provided and all dietary requirements are catered for.  There are planned activities as well as free choice.  
Absence

If your child will not be attending breakfast or after school it is important that you inform the Infant school of their absence on 722014 where Office staff will take a message. If it is known more than 24 hours in advance that a child will be absent then the MyEd messaging service may be used or an email message sent to afterschoolclub@heyhouses.lancs.sch.uk We reserve the right to charge a £10 fine if absence is not notified.  
Please also let us know if your child will be attending Football, Choir, Drama or any other activity at school on their usual session day so we are not looking for them at collection time unnecessarily.  We are able to collect children from these activities when they end at 4.30ish and bring them over to the After School Club for you to collect as usual by prior arrangement.  
Illness, Accidents and Emergencies
1. Any child with an infectious disease eg measles, chicken pox or sore throat, discharge from the eyes or nose, sickness or diarrhoea should be kept at home until the infectious period has passed.
2. When a child becomes ill every effort will be made to contact the parents or carer who will be requested to collect the child as soon as possible.

3. In the case of accidents, where possible, suitable treatment will be given and this will be recorded in the accident file and an accident form handed to the Parent/carer at pick-up time.  

4. All head injuries are to be treated with caution and a bumped head letter sent home on all occasions. In the event of a serious bang to the head Parents/Carers shall be contacted to collect the child as soon as possible. 
5. In an emergency, we reserve the right to remove a child to hospital accompanied by a member of staff if the parent or carer is not available.
· PLEASE NOTE THAT IF YOUR CHILD HAS AN ASTHMA INHALER IN SCHOOL THEN A SEPARATE ONE MUST BE PROVIDED, TO BE KEPT IN THE BEFORE AND AFTER SCHOOL CLUB ROOM’S ASTHMA BAG. THIS MAY ALSO APPLY IN THE CASE OF SOME MEDICATION. 

Arrival & Departure of Children

1. On arrival – mornings- the Leader will sign and enter the arrival time on the Register upon arrival.

2. Parents are requested to adhere to the core times and to notify Staff of any occasions when the times at which their child will arrive or be collected will be different. Children booked for the 4.30pm finish must be collected on time or a top up fee will be charged i.e the difference between the early and late finish Fee.
3. Parents are asked to inform staff if any adult other than the known parent or carer will be collecting the child.  Children will not be permitted to leave with an adult not known to staff.

4. In the event of a person unknown to staff or someone who was not expected arriving to collect the child, a password system will be used. If the password is not known or is incorrect the parent/carer/emergency contact of the child will be telephoned.
5. In cases of parental separation, only when one parent is denied the right to collect the child by a court order this will be upheld by the staff. 

6. On departure the Leader will sign and enter the pick-up time on the Register.

7. In the event of a child being left the After School Leader will telephone all emergency contacts.

8. If, despite several attempts, they are unable to contact anyone a member of the school’s Senior Leadership Team would be contacted and informed and they would then contact social services .  See Policies & Procedures file in the foyer for further details)
After School

1. A register is taken when the children are collected from the Junior site.

2. On arrival in the Infants the After School staff will sign the children in en bloc. The Leader will sign the children out upon collection.

The Arrival & Departure procedure applies to Breakfast Club and After School children.

Behaviour Management

Children need to have set boundaries of behaviour for their own safety and the safety of the other children in the club.  Within school we aim to set these boundaries, which help the child to develop a sense of good behaviour.  These same standards are expected from the children at all times whilst attending. Concerns regarding behaviour shall be discussed with Parents/Carers and recorded on the school’s system so that the Class Teacher and Management Team are also aware.
Should a child’s behaviour be deemed unacceptable for their own safety or security; harm to other children or staff; or prejudice the smooth running of the club the child’s parent will be asked to refrain from sending the child and the relevant proportion of fees paid will be returned to the parent. No child will be allowed to impact adversely on the welfare of others.
Complaints

In the event of a parent wishing to make a complaint about any matter relating to the Club, this should be addressed in the first instance to the Headteacher Mrs EA Hodgson.  

A record of the complaint will be kept and an account of the findings and actions taken will be notified to the person who made the complaint within 28 days.  All complaints will be confidential.

If the parent feels the matter is still unresolved contact should be made with the Chair of Governors, Mr M Wiseman c/o Heyhouses Primary School, telephone 722014. Should you feel the matter is still unresolved then The Office for Standards in Education (Ofsted) can be contacted. Further information regarding how to do this is available on their website: www.ofsted.gov.uk

Communication
Please use the email address below for all general enquiries, requests to change sessions etc.
To keep you fully informed of what is happening at After School or the Breakfast Club we publish a newsletter every term with information about what has been happening. Other information regarding the activities within the Club can be found in the Infant foyer.
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Contact Details
Our email address is afterschoolclub@heyhouses.lancs.sch.uk If you have any questions please do not hesitate to contact us on
 01253 722014 Junior Office,
Or alternatively after 3.20pm please contact the Team Leaders on 07514 0929998 and speak to a member of staff directly.
We would like to thank you for choosing Heyhouses extended facilities and we look forward to working with you and your child over the coming months and years.
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