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PARENTS HANDBOOK   
 

 You should read the following handbook very carefully. Our intention is to 
emphasise our commitment to child safety and to provide parents with a clear 
statement of Before and After School Club practices. 

 
Welcome 
 
We aim to provide a happy stimulating and caring environment for your child. 
Children have the opportunity to learn together about different ways of life, 
languages and cultures. We believe that this is a positive benefit to all children. We 
uphold the right of every child to be treated as an individual and to be valued. We 
believe that all children should play together in a place that recognises them as 
special and as an individual person. 
We aim to consider the individual needs of your child and his/her development 
through a holistic approach. We will work towards achieving this aim by establishing 
a routine and play experiences for him/her.  
 
 

Opening Times 

 

Term time only 

  

The ASC starts at 3.15pm until 5.30pm The Breakfast club starts at 7.45am until 
8.45am. Children are collected from their classrooms by a member of staff.  At 
present our minimum attendance requirement is 2 sessions per week unless by prior 
arrangement with the staff.  There will be a reduced ASC service on days when your 
school is closed i.e. inset or polling days. 

 

Breakfast and ASC Routine 

 

On arrival at the club a range of activities such as arts & crafts, music, sports and 
games is available. 

Free play is promoted where children make decisions about their play and learning 
as they choose from a range of activities. These self-chosen activities will support 
their social development, language development, creativity and imagination.  The 
children have the opportunity to play outside whenever possible. 
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Special Needs  
 
We believe that it is the right of every child to be cared for in an inclusive 
environment. We include children who have learning or behavioural difficulties and 
children who have Special Educational Needs.    
 
All children have the right to be cared for and to develop to their full potential 
alongside each other. It is a positive experience to be able to share the same 
opportunities and overcome any difficulties together. 
 

 

Snacks 

 

A weekly menu is displayed so that you can see what food has been offered at the 
club. 

 

Accidents 

 

All accidents to the children while attending the clubs are recorded on an accident 
sheet. This information is shared with you at the end of the day. We will ask you to 
read and sign the accident sheet (see “what to do in the event of an accident” 
procedure.) 

 

These sheets will be kept in the accident file in the office for monitoring the safety of 
our service.  There is at least one member of staff with a current first aid certificate 
on site at any one time. The first aid certificate includes training in first aid for young 
children.  

 

We will administer first aid to your child and report any treatment to you at the end 
of the day. If a more serious accident occurs i.e. a bad cut or fall, we will contact 
you. If we cannot contact you we will seek medical attention.  

 

Arrival & Collection 

 

On arrival a staff member will greet your child and they will be signed in. 

Please share any information you may have about your child that may affect his/her 
behaviour e.g. if they slept badly or seems unwell 

 



Parent Handbook (Breakfast and After-School Club) 
 

You must inform a member of staff if your child is to be collected at the end of the 
day by someone other than yourself. Nobody under the age of 16 will be allowed to 
collect children from us unless previously arranged with the play leader. 

 

In case of an emergency pick up where we have not met the person we will ask the 
person collecting your child for a password (information shared with us relevant only 
to you and that person) and written permission where possible.  If for any reason 
your child is collected early from school or will not be attending the club on a booked 
day can you please inform a member of staff. This will prevent unnecessary 
confusion and anxiety with school staff searching for any unaccounted for children. 

 

We ask you to pick up your child promptly by 5.30pm. If for any reason you are 
unavoidably delayed please let us know.  

 

Uncollected Children 

 

If your child has not been collected by 5.30 pm the member of staff will contact the 
emergency telephone numbers on your child’s duty of care form. 

 

The member of staff will continue to try and contact you or your representative. If 
contact has not been made after this time we will contact social services who will 
make arrangements for your child to be placed in care. 

 
Please note if you have made contact with us and given us an expected arrival time 
two members of staff will remain with your child. A late fee is in operation. 

 

Medication 

 

If your child is taking any form of medication or has had medicine in any form before 
coming to the scheme that morning, please inform a member of staff so that their 
behaviour and condition can be monitored. 

 

If you require medication to be given whilst your child is attending our scheme you 
will be required to fill out a medicine consent form with the relevant details e.g. 
dosage, time etc.  We can only give medication prescribed by a doctor for a current 
illness. 

 

If a child has prescribed medication and is attending the scheme, we would kindly 
ask the parents if they could complete the administration of medicine consent form 
prior to their child attending.  
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We recommend that on diagnosis of an illness or receipt of medication that children 
stay at home for the first 24 hours. This is in their best interest, so that they can rest 
and you can monitor any adverse effects the medication may cause (see 
administration of medication policy). 

 

Sickness 

 

If your child has any form of infectious disease; please do not bring them to the 
scheme. This includes conjunctivitis, tonsillitis, diarrhoea and vomiting and impetigo.  

 

In the case of your child becoming ill whilst in our care, a staff member will monitor 
your child’s condition and comfort him/her. They will stay with him/her until contact 
has been made with you and arrangements have been agreed and carried out to 
return your child to your care. 

 

In the unlikely event of you not being available a senior member of staff will assume 
charge and if necessary take your child to hospital along with any relevant 
information. We will continue to try and contact you or your representative until we 
are successful. 

 

We reserve the right to exclude any child whom staffs feel are unfit to attend.  

 

Child Protection 

 

Protecting children and promoting their welfare is everyone’s responsibility but it is a 
particularly important role for those who work with young children.  

 

The welfare, development, and health of all the children attending is our main 
concern if we have any issues about your child’s well being we will generally discuss 
them with you before taking any further actions.  There may be times however 
when we feel it is in the child’s best interests to take action without consulting you.  
(See child protection policy and procedures.) 

 
Our procedures are in line with ‘The London Child Protection Procedures.’ 

 
Behaviour Management Policy  
 
The aims of our behaviour management policy are to help children to:  
 

 Develop a sense of caring and respect for one another  
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 Build caring and respect for one another children and adults  
 Develop a range of social skills and help them learn what constitutes 

acceptable behaviour.  

 Develop confidence, self discipline and self esteem in an atmosphere of 
mutual respect and encouragement.  

 
Personal Belongings 

 

We do not encourage children to bring any personal belongings to the scheme, e.g. 
play station games, expensive toys/ jewellery. This is to ensure that no distress is 
caused if a child loses or damages their belongings. Therefore we would kindly ask 
parents to co-operate with the club and encourage their child not to bring things of 
personal value to the club.  

We will not be responsible for any loss or damage of possessions bought into the 
club. 

 
Policies & Procedures 

 

We have written policies and procedures that apply to our routines. All staff are 
familiar with these Policies & Procedures and work in conjunction with them. (in line 
with the schools Ethos) 

 

Examples of these have been mentioned throughout this document.  

 

 

Compliments, Comments and Concerns 

 

We hope you find us flexible in our approach to your child’s wellbeing and can 
discuss issues with us. The staff will be working with you to provide an environment 
that is both safe and stimulating for your child. If you have any suggestions as to 
how this can be achieved please discuss them with us. 

 

Compliments are a good way for parents to let the play staff know their work is 
valued and appreciated. They give everyone concerned the chance to build on good 
practice which promotes children’s development. 

 

If, however, you have any concerns about the care your child has received, or any 
other issues please discuss this with a staff member.  
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If you are not satisfied with the a member of staffs response you should direct your 
concerns to  

 

Wendy Lindon Pastoral support Coordinator School Address  

 

We aim to reply within 28 days.  

 

Times:  

 

Clubs Time Fees 

Breakfast 7-45 to 8-45am                                £4-00 per session                                                                

After School 3.20 to 5.30pm £12-00 per session 

 

 

Fees        

  

Fees are payable on booking. Fees must be paid one week in advance and must be 
paid by the due date. Your child may not be able to attend until payment has been 
received.  Fees will be calculated on a weekly basis and a member of staff will 
inform you of the amount payable.  No refund can be made due to illness or holiday 
in term time.  The schemes are run on a non-profit making basis. Staffing and 
running costs are being met by fees from parents. 

 
We reserve the right to review the fee structure and make changes at any time. We 
normally carry out a review in January of each year and changes, if any, will be 
implemented giving everyone a Terms notice. 

 

Late Collections After 5.30pm 

The late fee in operation is £20-00 for the first 15 minutes then £1 per 
minute after that.  

You could be paying £35 for half an hour over time. 

 

Personal Details 

 

It is a requirement of our registration that we hold certain pieces of information 
about children attending the scheme. This will be linked to the schools records and 
information 
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Conclusion 

 

We hope you have read and understood the policies in this document. The staff will 
be happy to answer any further questions you may have. 

 

Our aim is to have happy, secure and confident children and a good relationship 
with their families. 

 

 

WHEN YOU SIGN THE DUTY OF CARE FORMS YOU ARE SIGNING AND 
AGREEING TO THE CONDITIONS OF THIS HANDBOOK. 

 
 


