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Orleton Pre-school – Fun Club policy
Aims

· To provide childcare after school.

· To offer a safe, secure and friendly environment in which children can enjoy high quality care, and afternoon snack served in a relaxed and supervised environment, under the supervision of qualified staff.

· To provide a caring environment for children to enjoy at the end of the day

· To provide a calm play environment in which children can engage socially with children from other year groups, therefore strengthening relationships in the school community. 

· To enhance the community spirit embraced by Orleton Pre-school and Primary School and contribute towards the extended school role.

Organisation:

Opening Times

We open every weekday from 3.00-5.30pm term time only.  A healthy snack will be provided and activities for children will be offered every session. 

Register 
· A member of staff will sign in every child in the register..
· Children should hang up their coats and belongings once they have arrived.
· Each child’s details, medical conditions, parent contact details and additional emergency contact information are kept in the contacts file in the Fun Club filing cabinet.

Staff

Fun Club Manager – Tara Morris
Fun Club Deputy Manager – Polly Smith
Fun Club Coordinator – Polly Smith
After School Club Assistants – Vicky Thomas, Sandra Thomas, Maddie Gray and Debbie Moran. Other staff members will provide additional cover as and when required.

All staff and volunteers are DBS checked and have appropriate qualifications and training. All staff hold Paediatric First Aid qualifications. The ratio of staff to children is in line with Government recommendations. 

Contingency Arrangements for Staff Absences and Emergencies

If a member of staff is absent, they must ring the Manager who will arrange cover. Cover will be provided by a member of staff or named volunteer. 
Child absence

Parents are asked to inform the Fun Club and school via the telephone, if their child is not attending that day’s session as soon as possible. Parents are also asked to inform the staff of any changes to contact details, medical information or allergy changes as soon as possible for their child’s well being. If a child is to be absent due to a holiday within term time, parents are asked to inform Fun Club as well as the school. 

Children who are ill, cannot attend fun club and in the event of sickness or diarrhoea must be off for 48 hours after the sickness or diarrhoea has finished.

If your child is ill whilst at the Club, staff will contact you to collect your child. No refund will be given.
Registration, booking, fees and payment
 

Before bookings are made you must register your child, even if you only intend to use the club occasionally.

Booking forms will be sent out on a yearly basis, they are available from pre-school office. Invoices will be raised from this booking which will secure your place and is to be paid for whether your child attends or not. Any additional sessions will be added to your months invoice.  No credits or refunds are offered.  Fun club can be used on an ad hoc basis, but we cannot guarantee a place.
Fun Club is offered to all pupils of Orleton Pre-school and Primary School and Preschool. The cost is £4.55ph per child.
Invoices are issued at the beginning of every month for the month ahead sessions in which their child will attend. Payment can be in the form of cash, cheque, childcare vouchers or BACS at Pre-school or Primary School.  If paying by BACS please email the school office to confirm this.  Any queries regarding your invoice should be made to Orleton Primary School.
Policies and Procedures

Please ask to see our policies regarding Fun Club which also cover our Pre-school.
Guidelines for Children, written specifically for the pupils attending.

We need to have rules at Fun Club to keep everyone safe, healthy and happy. You will be expected to follow these rules which are displayed on Fun Club notice board
· We are all friends
· We are kind and helpful to our friends and staff

· We respect everyone

· We keep fun club tidy and take care of everything we use

· We keep hands and feet to ourselves

· We walk inside and run outside
Guidelines for Parents/Carers

Please pay club fees promptly. If you have a problem paying the fees or your circumstances change, please talk to the senior member of staff. All matters will be dealt with as quickly as possible and with discretion. In the unlikely event of us having difficulty with your child’s behaviour we will contact you. If your child does not follow the rules of the club, then after consultation with you and due warning, the child’s place will be forfeited.

You must inform us, preferably in writing, if anybody else, other than those listed on the registration sheet, will be collecting your child.

Please do not arrive late to collect your child. Children can become distressed if they think they have been forgotten. If lateness is unavoidable then please telephone us, penalty charges will apply (please see our pay policy)
We will only offer refunds if the club is forced to close due to snow, heating failure, staffing shortage etc.

Anyone picking a child up will be expected to sign them out of the club when they leave. All children must be collected at the end of their time at the fun club.
An additional hours sheet will need to be completed for any extra hours to those already booked.
Should you have cause for complaint about the Club there is a formal complaints procedure. We hope any concerns can be sorted out informally with the Manager.

Parents should park in the car park, Fun Club is located in the Pre-school portacabin. Please use the main entrance when collecting your child / children from the club.
Parents must inform the Club of any change of address, changes in personal circumstances or contact details. 

Safeguarding

In accordance with Safeguarding arrangements. There will always be DSL or Deputy on site for any concerns or issues. All staff involved in the running of fun club, either in a paid or voluntary capacity will have current DBS. These records are held in the school office. Staff will follow existing pre-school policies and procedures for child protection. 
Fundamental British Values are promoted at all times within Fun Club, with children encouraged to develop a sympathetic. Democratic and tolerant environment where everyone’s voice is heard.  This is in line with the Prevent Duty guidance (DfE, 2015), which provides advice for educational settings in how to meet their responsibilities under the Counter-Terrorism and Security Act 2015. 
Fire Procedure

In the event of a fire, children and staff will follow the pre-school evacuation procedure, leaving the building in a calm orderly fashion via the closest exit. They will congregate on the school field. The club register should be taken outside and all names checked. There will be a fire practice once per term.

Medication

All medication administered will follow the existing pre-school policy. Staff will not administer non prescription drugs and no children should be in possession of them.
Risk Assessment / Policies
A separate risk assessment has been completed for Fun Club sessions and activities. 
All Pre-school policies cover Fun Club – all policies are available to read upon request.
Confidentiality of Documents 
Confidential documents are kept in the pre-school office in a locked filing cabinet. Any information either verbal or written will be kept confidential to the member of staff or where needed within the staffing team.
This policy was adopted at a meeting of Orleton Pre-school / Fun Club dated _________________

Date to be reviewed ___________________.  Signed by _______________________

Name of signatory ____________________    Role of Signatory _________________

Name of signatory ____________________    Role of Signatory _________________

Staff members please sign below to acknowledge that you have read an understood the policy and are up-to-date with any changes.

	Staff name
	Job Title
	Signature & Date 

	Tara Morris
	Manager
	

	Polly Smith 
	Deputy Manager 
	

	Vicky Thomas
	Preschool Assistant 
	

	Sandra Thomas
	Preschool Assistant
	

	Debbie Moran
	Trainee Preschool Assistant
	

	
	
	

	
	
	

	
	
	

	
	
	


