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HOLY FAMILY RC PRIMARY SCHOOL

ROCHDALE

BEFORE & AFTER SCHOOL PROVISION POLICY
Holy Family Before & After School Provision Policy

Mission Policy

Holy Family School exists to serve its parish and community by promoting excellence academic, aesthetic and spiritual learning.
Based on the teachings of Jesus Christ and the Roman Catholic Church, the school seeks to provide a happy, well ordered environment where children, staff, parents and visitors feel secure, loved and respected. 
Holy Family Roman Catholic School encourages all its members:
Through WORK: to develop his or her full potential as part of the community and as a unique person made in the image and likeness of God. 
Through WORSHIP: to learn to know and love God and to recognise and respond to the person of Christ in others. 
Through WITNESS: to celebrate Gospel messages including justice and peace
AIMS

To provide a secure, welcoming, before and after school facility for working parents.  Breakfast club also targets children whose parents are unable to bring their children to school at 8.45 am and to improve the attendance and punctuality of target children and families.

OBJECTIVES

· To provide a welcoming, safe, secure environment for pupils before and after the school day

· To encourage children and families with persistent attendance and punctuality issues to attend school more regularly and to be in school on time.

· To enable pupils to eat breakfast before the start of the school day in a pleasant and safe environment.

· To provide a calm play environment for those pupils.

· To provide an affordable service for working parents.

PROCEDURES

STAFFING

There is one supervisor and one teaching assistant in attendance from 7.45am.  The school caretaker is on site from 7.00am.  After school provision staff are on site until 6pm.  If pupil numbers exceed the recommended ratio (ages 4-8 years, one to eight children / ages 9 – 12 years, one to ten children), additional staff will be called upon to provide more supervision.  After school provision operates from 3.30pm – 5.45pm.
Contingency arrangements for staff absences and emergencies

If a member of staff is absent, she/he must contact the Head teacher (Mrs. Elizabeth Evans) or the School Business Manager (Miss Kelsie Kershaw) who will arrange cover. The cover is shared between the Teaching Assistants and Learning Mentors on a rotation basis.  Mrs. Tina Nightingale (Pastoral Lead) will arrange the rotation for Breakfast Club and Mrs Elizabeth Evans will oversee the staffing arrangements for After School Provision.
Booking arrangements

Breakfast Club 

Places for both Breakfast Club & After Care Provision are reserved by booking through the school office.

On first bringing their child to Breakfast Club or after school provision, parents are provided with an agreement between home and school which makes clear expectations of children’s behaviour and conduct and arrangements for payment.

The cost for children attending Breakfast Club is £1.50 per day and this can be paid on a Monday for that week.  If parents wish to send more than one child to Breakfast Club, they will be charged £1.50 per day for the first child and then £1 per day for additional siblings.
After School Provision

Charges for After School Provision are £7.00 for the session regardless of the time children are collected.  Late collection will result in a penalty of £7.00.  A completed After School Provision Agreement Form and payment of fees for the subsequent week are required to secure your child's place. All applications will be considered. You will need to complete a registration form on ParentApp. This form must be read and fully completed before we can offer your child a place.

Payment is made either in cash to the school office via Bank Transfer.

Charging & Debt Recovery

Fees must paid in advance of the week are non-refundable. Parents can request invoices weekly or termly from the school office. Charges and payments are checked by the office staff.  
Occasionally, school will offer free Breakfast Club places to families that are struggling to pay or for whom attendance has been problematic.  These decisions are made on a pastoral basis and are only made by the Headteacher as a result of discussions with the families in question.

Parents are expected to pay the cost of all places a week in advance.  Once places are booked for the term parents will receive a text with the amount due. Any difficulties with payments should be brought to the attention of the school office staff who will be happy to help.  This will also help to avoid any official action. If arrears are incurred reminder texts will be sent.  If payment is still not made a formal letter will be issued to remind that payment is overdue. Failure to contact the school within one week’s of receipt of this letter will result in the place at the club being withdrawn until the matter is resolved.

Cancellation and change of sessions

If you wish to make any changes to the days / times that your child attends you must contact the school office on 01706 640480 or alternatively you can email: office@holyfamilyrc.rochdale.sch.uk giving one week notice.

If a child is absent because of sickness then there will be no charge however all other absences without prior notification will be charged at the full rate. Parents/guardians will be expected to inform the staff by telephone if their child is ill or will not be attending for some reason.

Use of registers

Registers are kept for both before and after school provision.  

At Breakfast Club, children are registered as they enter the hall according to their year group. Newcomers are added to the register.

In After School Provision, the register is compiled based on the places pre-booked as required.

The supervisor retains the registers which are kept in the school office. At the end of each session the supervisor tallies the numbers attending and in the case of After School Provision, a record made of the time each child is collected.
In case of an emergency where children have to be evacuated from the building, the register must be taken and the children checked against the register to ensure they are present.

ORGANISATION

Breakfast Club & After School Provision is open only to pupils from Reception to Year 6 before and after school (7.45am – 8.50am and 3.30pm – 5.45pm). Breakfast Club is held in the school hall. Pupils enter the school hall from the main reception entrance from 7.45am onwards.

After School Provision is held in the Key Stage 1 breakout area and Year 2 classroom.

Breakfast of bagels, cereal and fruit juice are provided.  During After School Provision, a snack of fruit, biscuits and a drink are provided.
Activities are provided throughout the sessions.

Emphasis is laid on good manners and behaviour throughout.

In Breakfast Club, activities are cleared up by 8.45 and the children are escorted to their classrooms at 8.50am in readiness for the school day to start.  

Collection of children

Children should only be collected by the adults named on the registration form. If an alternative adult is picking up a child/children the school office should be informed on the day.  Children are collected from After School Provision by parents from the yellow door at the bottom of the ramp at the back of the school building or in inclement weather, from the Year 2 classroom door in the Key Stage 1 classroom.

The children’s details, medical conditions, the parent’s contact details, an additional emergency contact name, address and telephone number are kept in the School Office.

Resources

Breakfast Club resources are kept in the PE cupboard in the hall.
After School Club resources are stored in the Key Stage 1 area.  iPads and laptops are not used during Breakfast Club and After School Provision – the emphasis is on achieving a social and active experience for the children.

Records of staff

In accordance with the Children Act Regulations, the address and telephone numbers of employees of the Breakfast Club & After School Provision are kept in the School Office.

Fire Procedure

Children exit the dining room through the Year 3 & 4 doors and assemble on the playground.

All registers are taken and the Head teacher or Assistant Head informed of when the children are checked and present.

First Aid

If First Aid is administered, treatment given is recorded on a medical treatment form.  Copies of accident forms are sent home with the child that day to keep parents informed.  Copies are kept in school. Any bumps to the head are reported to parents via phone call or text message out of courtesy.
Medication

Inhalers are kept in the Key Stage 1 area for Key Stage 1 children.  Children in Key Stage 2 have ready access to their inhalers in class.  If a child needs an inhaler, a

Breakfast Club worker will accompany him/her to the Key Stage 1 area.  A spare inhaler is available in the school office in the event of an emergency.

 It is the duty of parents to inform school fully of any medical conditions that may affect a child in school.  This information should be handed in to the school office immediately.

Accidents and Illness

The school reserves the right to administer first aid and any emergency treatment as required. Parents will be informed of all accidents. If emergency treatment at hospital is required the school will make all reasonable attempts to contact the parents but if this is not possible we are authorised to act on behalf of the parents and authorise any necessary emergency treatment.

We will administer prescribed medicines only if parents have completed an Administration of Medicine form.

We may require parents to withdraw their child from school in the event that they require special medical care or attention which is not available or refused by the parent, or it is considered that the child is not well enough to attend. We may also ask parents to withdraw their child if we have reasonable cause to believe that the child is suffering from or has suffered from any communicable disease or infection and there remains a danger that other children may contract such a disease or infection. 

Risk Assessment

A risk assessment has been carried out for Breakfast Club & After School Provision (see separate sheet)
Confidentiality of documents

Confidential documents are kept in the School Office

Complaints

All complaints notified in writing by a parent of a child attending the Breakfast Club should be investigated, using the OFSTED complaints form.
This policy should be read in conjunction with the Breakfast Club and After School Provision Agreement Forms.
This policy has been approved and adopted by staff and Governors

Signed ……………………………………… (Chair of Governors)    Date …………

Signed ………………………………………  (Headteacher)             Date …………
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