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Welcome to Tittensor CE (VC) First School Before and After School Club. At our club we offer quality, affordable and fun childcare for children of varied ages, stages and abilities.  Our aim is to provide a safe, exciting, “home from home” environment.  We understand the importance of good childcare as we believe happy children = happy families.
1 – Mission Statement
Tittensor CE (VC) First School Before and After School Club helps children to develop responsibility for themselves and their actions, and to become confident, competent and independent.  
We provide a happy, safe, homely and stimulating environment for all children to play, learn and develop freely. We encourage all our children to have a positive attitude and respect for both themselves and other people. We undergo regular monitoring and evaluation of our services.
We promote positive relationships with parents/carers and work in partnership with them to provide quality play and care for their children. We provide open access to childcare and do not discriminate against any individual.
At Tittensor CE (VC) First School Before and After School Club, we are committed to meeting the needs of parents and carers by listening and responding to their views and concerns. We keep them informed of our policies and procedures, including opening times, fees and charges, as well as programmes of activities.

We share and discuss the child’s achievements, experiences, progress and friendships, along with any difficulties that may arise. We have various notice-boards where children’s work is displayed and reward systems that give incentives for good, responsible behaviour.  
Our club is committed to providing care and activities that put the needs and safety of children first.

We run a programme of activities that are interesting, educational, stimulating and fun. We provide activities that promote each child’s social, physical, mental and intellectual development.  
Our care club is Governor run and we are registered with OFSTED. We follow the Early Years Foundation Stage Welfare Requirements. 
2 - Admissions and Fees Policy

Tittensor CE (VC) First School Before and After School Club is an Ofsted registered out-of-school club. We provide before and after-school care.  There could be limits on numbers per day for all clubs, the current limit for days is 30 places for the After School Clubs.

The sessions and current prices are as follows:
	Breakfast Club

(including breakfast)
	7.45am to 8.45am

  
	£5.00


	After-School Club

(including snack)
	3.15pm to 4.30pm 


	£5.00
 

	
	3.15pm to 5.30pm
	£10.00


	
	3.15pm to 5.45pm
	£15.00



* A discount of 10% will be given for two or more children on after school clubs.
If children are booked in for one session and not collected by the time given, additional fees will be automatically charged online.

Bookings on line can be changed up until midnight. We ask that all bookings are made in advance so that the school knows where the child needs to be at the end of the day: either in club or collected by parents/carers. We understand that there are occasions when there are emergencies, resulting in bookings being taken on the day, to do this please contact the office. 
If a child is sick and unable to attend the booked session, we fully understand that this can’t be helped. However, in some cases, we may need to charge half fees.

Billing/Debt Recovery 

Bookings and payments for places can only be done on line, through the school money system, the school will allow voucher payments, these need to be arranged with the school office team, as this needs to be set up before commencing the Before and After Clubs. Payments have to be made at the point of booking or your account  must have credit to allow you to book the session.
3- Arrivals, Collections and Uncollected Child Policies


Arrivals Policy
Children can be dropped off from 7.45am for the before school club.

At Tittensor, our aim is to help parents and children start their morning in a calm, happy, stress-free environment.

All attempts will be made for the handover to be made to a familiar staff member. Continuity and familiarity will make the handover happy and stress-free.

Collections Policy
All children can be collected from the community room. Children can only be collected by the named parent or carer and must be signed out. Any changes will have to be agreed prior to collection and preferably 24 hours notice should be given so that the play leader is fully aware as to who is collecting the child.  Should you wish to use a password system in the event of a person other than the named parent or guardian doing the pick-up, please discuss this with the member of staff on duty.
Collection of children
Children may only be collected by those persons who have authorisation to do so, and have parent’s chosen password. As stated, if your child is not collected within their booked session time, then additional charges will be made.

If a child is not collected at the time the club closes at 5. 45pm, every effort will be made to contact parent/carers at work or home.  If no one collects the child and there is no one who can be contacted to collect the child the Headteacher who has the responsibility for child protection will then be informed. They will then assess the options and make the decision to whether to inform the police or to contact other appropriate bodies.
4 – Staff Qualifications
Our school governors take the recruitment of staff very seriously. All staff have the required qualifications, safeguarding and first aid.
All our staff hold current DBS certificates, and have training in Safeguarding and Keeping Children Safe in Education.
We regularly train our staff and encourage them to keep up to date with relevant educational CPD.

5 – Care, Learning and Play
Our aim is to encourage the child’s emotional, physical, social and intellectual development. Good care should stimulate the child and also take place in a relaxed and friendly atmosphere.
We offer a wide range of activities which aim to bring out the best in every child. Our staff are trained to meet a child’s needs, through sensitive and appropriate play which promotes a child’s self esteem. We encourage child-initiated play within the play environment.
6 – Health and Hygiene
At Tittensor CE (VC) First School Before and After School Club, we set high standards of hygiene.  All staff are trained in Health and Hygiene. We understand that good standards of hygiene and the prevention of the spread of infection are essential to maintain a child’s health.
Cleaning is an integral part of the staff’s routine: all areas are cleaned prior, during and after the day’s activities and a cleaning schedule is adhered to on a daily basis.

Children are encouraged to wash their hands (and always wash their hands before eating).
We will also immediately inform parents of any serious accidents or injuries that occur on our premises relating to staff or children in our care. 

First Aid
At least one First Aid trained member of staff will be available at each session.  An up-to-date First Aid box is available in the medical room.
Accidents
Accidents will be dealt with immediately by our staff and the First Aider. The child will be cared for in a professional and caring manner. The injury will be assessed and the relevant action taken. All incidents will be recorded in the club accident book and reported to the person collecting the child.  If any injury suffered by a child needs to be seen by a doctor, we will contact the parents immediately. In the event of a serious accident occurring the care club leader will escort an injured child to hospital if parents/carers cannot be contacted. The remaining children will be cared for by the second person on duty, who will inform the Headteacher or named third party to provide emergency cover for a limited period of time. 
Incidents

Please make us aware of any incident, accident or injury that has occurred prior to the child attending our care club. This will be recorded in the incident book and the parent or carer will be asked to sign this.

7 – Safety – Safeguarding
All our staff follow the school’s safeguarding policies. All staff have received Level 1 and some staff Level 2 Safeguarding training and all are fully aware of their roles concerning disclosures and child protection. We will inform parents immediately if there are any allegations of abuse or serious harm that are connected with the activities of our club. 
At our club the safety of the children is paramount at all times.    

Appropriate safety measures will be applied to avoid dangerous situations at all times.
8 – Security 
Children who attend Tittensor CE (VC) First School Before and After School Club are registered on entry.  Children will not be released until the parents/carers collect them at the end of their session.  Only Tittensor staff or parents/carers of the children in our care will be allowed entry to care club facilities. Parents should not enter the club.
Any visitors will have to be pre-arranged and will be asked to wear a visitor’s badge and give their details in a visitors’ book.

Only the Tittensor staff will be left alone with any children. Tittensor CE (VC) First School Before and After School Club staff will wear appropriate ID badges at all time.
On registration of a new child, we will discuss with the parent who will be dropping off and collecting their child/children, and from that point, we will not release a child from our care to anyone other than the carer discussed by the parent.  If a parent wishes for their child/children to be collected by someone else, they will have to either send us a written note stating exactly when and by whom, or speak to us directly. We ask for 24 hours notice if a different person is collecting a child from the care club. 
9 – Sick Child Policy / Illnesses
Illness Procedures
If a child becomes ill in our care, we will contact the parents or carers to collect the child as soon as possible. If the child falls ill during breakfast club and cannot be collected before 8.50am the child will be the responsibility of the school and collected from there.

The children’s health is paramount. In order to keep the spread of infections and illnesses under control, we would ask parents/carers not to bring their children if they have had sickness or diarrhoea in the previous 48 hours. Children who are poorly on arrival will be questioned sensitively and in extreme cases will be handed back to the parent/carer.
It is also important that the children are kept at home if they have impetigo, conjunctivitis or any other infectious diseases.  We would also ask parents/carers to notify us if German measles, chicken pox or slapped cheek disease are diagnosed.

We also ask that if a child has been diagnosed with chicken pox, that they do not attend club until seven days have elapsed from the onset of the spots and not until the spots are dry.  For impetigo, we ask that a child is not brought in until the lesions have healed.  In the case of conjunctivitis, we ask that a child is not brought in until 24 hours have elapsed after the eyes are clear.  Please consult your doctor for advice. However, if we feel the child is not well enough to attend, then we will talk to the parent and hopefully reach a decision that takes into the account the health of the child and is in the best interest of all parties. 
10 – Medicine Policy
We understand the need to administer prescribed medication at regular intervals.  Medicine that is prescribed will be administered by the leader with the written consent of the parent. A medicine book is kept which records all administration of medicines and use of inhalers during the sessions.   
Children who need inhalers must use them when required. 
We are happy to help and administer medication, as long as the following guidelines are adhered to:

· Medicines are stored in their original containers in a dry, dark, locked cupboard. If refrigeration is required then they will be clearly labelled ‘fridge’.

· The parent/guardian gives prior written permission to administer any medication.

· Written records are kept of all medicines administered to children.  Parents are to sign the medication form to acknowledge the entry.

· If the administration of prescription medicines requires technical or medical knowledge, training is provided for staff from a qualified health professional.
11 – Behaviour Policy
A calm, ordered and safe environment is vital for children to be happy at our club and to create the right atmosphere for effective play and learning.  Behaviour management should communicate the desired behaviour patterns to staff and children, emphasise and encourage these patterns, while at the same time having clear, firm and fair sanctions for those who do not conform to the Tittensor CE (VC) First School Before and After School Club code of conduct.

Aims
1. To encourage each child to have a positive self-image.

2. To encourage courtesy, consideration and respect for others.

3. To encourage every individual to achieve their potential.
4. To encourage consideration and respect for property.

5. To encourage the health and safety of all persons at the care club.
6. To encourage co-operation with one another and with staff.

7. To encourage children to accept responsibility for their own actions and to apologise, when necessary.

Guidelines
· We focus on promoting positive behaviour through positive feedback and rewards.
· Positive use of language, e.g. ‘please walk’ rather than ‘do not run’.
· Information about our code of conduct is made available to children, parents and staff.
· In the event of inappropriate behaviour, we will take the following steps:
i. Distract the child from the situation.  If this is not successful, we will warn the child that if the child continues to choose this behaviour, we will remove him/her from the activity. 

ii. Remove the child from the activity. Talk to the child and explain the reasons for the actions taken.

iii. When we feel the child is ready to be introduced back into the activity, we will re-introduce them into the activity emphasising the need for them to make a positive choice.
iv. If unwanted behaviour continues, steps i, ii and iii will be repeated.

· Staff must at all times be vigilant when monitoring all children’s behaviour.
· The school has an anti-bullying and an equality policy.  Staff should be aware 

· of any bullying or racial harassment at the club, and take immediate action when   

· such behaviour is observed or reported.
· We will take seriously all parents’ concerns about behaviour.
· Persistent or serious misbehaviour by a child will be referred to the Headteacher and the child’s parents will be informed.

12 – Documentation and Information
Tittensor CE (VC) First School Before and After School Club, we recognise the importance of maintaining up-to-date and accurate records, policies and procedures, necessary to operate safely, efficiently and in accordance with the law.

We are also aware of our obligations with regard to storing and sharing information under Data Protection Act 2018 (GDPR). We are committed to complying with its regulations and guidance.  The staff are aware of the implications of the Data Protection Act, in relation to how it affects their roles and responsibilities within the club.

Records and information will be made available to parents/carers on written request, unless subject to an exemption.  If for any reason a request is going to be refused, then this decision and an explanation will be communicated in writing.

Tittensor CE (VC) First School Before and After School Club, follows and recognises the Equality Policies that operate within our primary school. These policies are available on request to all parents. 

Records on Child Protection Issues / Incidents

We will also run a daily attendance register.  All records are kept confidentially, filed in a lockable cupboard, for example the incident book. We take child protection seriously, and will follow our safeguarding procedures and follow the guide lines of Staffordshire Safeguarding’s Board.  Observations and disclosures from children will be recorded and filed confidentially. To find out more information please refer to the school’s policy on Safeguarding.
13 - Confidentiality Statement 
Tittensor CE (VC) First School Before and After School Club, we take confidentiality seriously and all matters are conducted in a strictly confidential manner.  Parents or those with legal responsibilities can access their own children’s records at any time
Issues relating to the employment of staff will remain confidential to the people directly involved with employing staff e.g. the Governing Body
If a parent/carer wishes to discuss any matters confidentially, they can use the headteacher’s office for added privacy.
14 – Compliments and Complaints Procedure

Complaints Procedure
Tittensor CE (VC) First School Before and After School Club, encourages any parent/guardian to discuss any concerns that they may have about their child or our club.

The first step is to discuss any concerns/complaints with the leader or member of staff on duty.
The second step is to speak, e-mail or write to the headteacher who will endeavour to deal with any complaint in the appropriate manner with due care and concern. Further advice may be sought from other professional bodies. 
E mail address -  headteacher@tittensor.staffs.sch.uk
The third step is to contact the school’s chair of Governors, Mrs S Woolley
Our club hopes that any complaints or concerns will be satisfactorily resolved by stage one, but if not, complaints should be taken to stage two, and if still unresolved, then stage three. 
All complaints will be investigated and will be answered in writing within 28 days of the complaint being first made. All complaints will be recorded in the care club’s complaints book.
Our intention is to work in partnership with parents and the community generally, and we welcome suggestions on how to improve the club at any time.  Confidentiality will be maintained at all times.

The Role of OFSTED.
All complaints must be made using the steps outlined previously. 

In very exceptional circumstances, it may be necessary to make a complaint to Ofsted, which has a duty to ensure stipulated requirements are adhered to.  Ofsted will be involved if a child appears to be at risk or where there appears to be a possible breach of registration requirements.  All parents have a right to make a complaint to OFSTED.
For further information please telephone the number below:
08456  40 40 45
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