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BROOK STREET PRIMARY SCHOOL
AFTER SCHOOL CLUB POLICY
AIMS:
Brook Street After school club intends to:
· Work in partnership with parents and carers to provide high quality, safe and stimulating care, learning and play opportunities for children. 
· Encourage the children to develop friendships across year groups and the opportunity for collaborative working.
· Support working parents and carers with out of hours care which is affordable and sustainable.

HOURS, ARRIVAL AND DEPARTURE
· After School Club runs during term time only, Mon – Fri, from the end of school day until 5:30pm. 
· After School Club will close at 5:30pm on the penultimate day each term as school closes to children at 1:30pm on the last day of term.
· Places are allocated on a first come first serve basis, with a capacity of up to 26 children per session. 
· Children will be collected from their classroom at the end of the school day by a member of the after school club staff.
· Where children have attended an extra-curricular club they will be collected from the club by an after school member of staff. 
· Children can be collected at any time during the hours of the after school club.  However, all children must be signed out by a responsible family member (over the age of 13). Additionally, the latest time for collection is 5:30pm. 

ADMISSIONS:
· The club is open to all children who attend Brook Street School from Reception (once full time) to Year 6. 
· FEES ARE PAYABLE IN ADVANCE (Fees must be paid when booking to secure a place.  Additionally, these should be paid a week in advance)
· If a session has not been paid for in advance, the child will not be able to stay and parents / carers should arrange immediate collection.
· Fees must be paid for agreed days, even when a child is absent. 
· All places are subject to availability.
· The registration and agreement forms must be completed before a child starts at the club. These are available on the school website or via collection from the school office.
· Emergency contacts must be kept up to date for the children.
· Children must be collected by 5:30pm, or a late collection fine will apply. 
· Families can use the club on an ad-hoc basis provided booking, registration and agreement forms have been completed and there are spaces available.
· Should you no longer wish to use the club, you must give at least one week’s notice in writing. This is to help us monitor the need of the club and securing appropriate staffing ratios.
BEHAVIOUR:
· Children and staff are expected to follow Brook Street School’s core values, ethos and expectations. 
· The school’s behaviour policy will be followed at all times.  The school’s same rewards and sanctions apply during club hours.
· All incidents will be treated individually, but serious incidents will be recorded on CPoMS by club staff, which will then alert the SMT.
· Should unacceptable behaviour persist, a verbal warning will be given to parents or carers through a meeting with the club leader and a member of SLT. If there is no improvement, as a last resort, you may be informed in writing that your child can no longer attend the club. 
SAFEGUARDING:
· The after school club will follow the school’s safeguarding policy, a copy of which is available on the school website.
· Staff will have an open response to disclosures by children.  All allegations or concerns will be taken seriously, following school procedure in line with our policy.
· A DSL / DDSL will be available by telephone during club hours. 
· The after school leader will be trained in Level 2 safeguarding and other members of the team to level 1.
· All safeguarding concerns will be logged on CPoMS and actioned where necessary by a member of the school safeguarding team.
· Registers and signing out records will be maintained by the club leader. 
· Only a named, responsible person identified by the parent or carer can collect the child. They must sign, date and record the time that the child was collected each day.
· All club staff have been recruited following a safer recruitment policy
MISSING OR UNCOLLECTED CHILDREN:
· In the event that a child goes missing, senior staff, SMT and DSL will be informed by the club staff. The club leader and support staff will search the premises.  If a child remains missing or it is believed they have left the school site then the emergency services will be called.  Parents will then be contacted immediately.
· If a child has not been collected by 5:30pm, parents will be contacted. Additional emergency contacts may also be contacted.  If these contacts are unavailable and the child has not been collected when the building is locked up at 6pm the police and children’s services will be contacted.
· Should children not be collected by 5:30pm, you will be expected to cover the cost incurred by the school of staffing having to remain on site. (This includes the cost of the club staff and site manager who will need to lock the premises which amounts to £20 for every 30mins you are late.)
· Persistent, late collection will result in a conversation between the club leader and a member of the SLT.  A verbal warning about persistent, late collection will be recorded and as a last resort, you may be informed in writing that your child can no longer attend the club. 
STAFFING:
· [bookmark: _GoBack]The club is staffed by school based staff. These members of staff are familiar with the children, school policies and procedures. Miss Chloe Bulman is named as the club lead supported by Miss Maria Winstanley 
· Staff have been appointed on their qualifications, experience and suitability to work with children from Reception to Year 6.

PREMISES:
· The After School Club takes place on the Brook Street School site.
· The club will have access to the family room, upstairs classroom, toilets, outside area and the PE hall. 
· Should the club need to be based in a different location, parents will be informed. 
· The site manager and Headteacher will remain overall responsible for ensuring the health and safety of the site.  It is everyone’s responsibility to report any concerns about the school site by recording this in the school office.
· Club staff will be responsible for the cleaning of the premises.  ORIAN staff will continue to clean the toilets and they will also clean the family room and classroom on a weekly basis. 
· The site manager or a named key holder in their absence will be responsible for securing the site at the end of the club hours.
HEALTH AND SAFETY:
· The schools’ Health and Safety policy will be followed in accordance with this policy.
· ALL staff must follow Brook Street School’s Health and Safety, E-Safety and Safeguarding Policies and consider any risk assessments to ensure the safety of all children. 
· The procedures to follow in the event of a fire or evacuation are detailed on the wall in the after school club base room. Additionally, a copy of these procedure can be found in the club’s grab bag. 
· In case of an emergency a member of the Senior Leadership Team will be informed immediately. 

FIRST AID: 
· All after school club staff are first aid trained.
· There is a first aid box available in the after school base room and an additional kit will be taken outside when the children take part in outdoor activities. 
· All accidents will be recorded in the After School club’s accident book and a school medical form will be completed, detailing the time of the accident. Additionally, the responsible person who collects the child will be informed. 
· Parents and carers of any child who becomes unwell during their time at the club will be contacted as soon as possible.
· All staff will be made aware of any child who has an Individual Health Care Plan and what this contains. 
· After school club staff will not administer medicine.
SNACKS:
· All after school club staff will be trained in either level 1 or level 2 basic food hygiene.
· Children will be provided with a snack during club hours however, parents must be must this is not a substitute to an evening meal. 
· Fruit and water will be made available to the children at all times. 
· An example of what may be on offer is detailed below:
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY

	Cheese and crackers
	Garlic Bread
	Popcorn, Breadsticks, raisins
	Toast and Jam
	Yoghurts



BOOKINGS AND PAYMENT:
· The school is currently looking into an online booking system.  In the interim, parents can contact the school office in person to secure a place at the after-school club.  Parents must pay for sessions at the time of booking to secure a place.  The cost of the session is £7.50 per child, per session.  Due to staffing ratios numbers are capped at 26 children per session. We may look at this again as the club grows and develops.

EQUAL OPPORTUNITIES:
· Our after school 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. Please refer to Brook Street School’s Equal opportunities policy for further information. 
SPECIAL EDUCATIONAL NEEDS
· We are aware that some children have special educational needs and/or physical disabilities, which may require support.  We are committed to taking appropriate action to make sure that all children are able to access our services, made to feel welcome and that our activities promote their welfare and development.  Where a child has an EHCP a meeting with the SENCO would be arranged to look at provision. 
Other policies to consider alongside this policy:
· Safeguarding and Child protection policy
· Health and Safety
· First Aid
· Emergency Evacuation and Fire Safety Policies
· Staff Code of Conduct
· Equal Opportunities
· SEND policy
· School Behaviour Policy
· Charging and remissions, including debts
· Complaints Procedures
· Acceptable use policy
· E-safety
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