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Aims
The aims of the Breakfast and Afterschool Club is to provide a safe, secure and friendly environment in which pupils can enjoy a range of activities (including a healthy breakfast and a light tea) under the supervision of caring staff from 7.30am – 8.45am and 3.20pm – 6pm.
The club will be run by school staff and therefore all School Policies will apply. 
Our pricing pledge
We aim for our breakfast and after school provision to promote social mobility therefore we think carefully about pricing for our wrapround service.  We aim to be able to ensure that our wrapround care is financially viable and independent to the school budget.  Therefore, our prices for academic year 2024/25 will be as follows:
Breakfast Club £4.50
Afterschool Club £7.50
Procedures
Booking Arrangements
· The Breakfast and Afterschool Club will be open during term time, but closed for INSET days and statutory holidays.
· Parents and Carers must pay in advance through Parentpay – the cut off is midnight on a Thursday for the following week.
· Parents and Carers must complete the booking registration attached to this policy and sign to say they agree to the terms outlined in this policy.
· Children may be dropped off and collected at any time during the session hours, however, the charge for the session remains the same.
· Children should be dropped off by an adult at the door and passed over to an adult.  
· Sessions booked but not attended will still be charged for, unless children are experiencing long term sickness (more than 5 days).
· Non-payment of fees will result in the withdrawal of the sessions. In the event of a debt equating to more than £35, children will not be able to use the service until the debt has been cleared.
· One month’s notice will be given for any proposed variation in fees chargeable.
· Weekly sessions should be booked by midnight three days before the session required
· The maximum available places is 30, so early booking is recommended.
Registration
A register will be produced from the booking form. Therefore, it is essential that you have booked online to ensure that the registers are accurate and up-to-date. In the case of an emergency, children and staff will exit out of the nearest accessible fire door and assemble at the designated assembly point. Termly practise fire drills will be carried out to ensure children are familiar with the procedure.   If a child is on the register for the day’s session but does not arrive by 8:15am, a call will be made to the parent/carer.  If there is no answer, regular attendance procedures will apply.   


Arrival and Collection
The car park may be used for drop off before 8:00am. The main gate will be open and pupils should be taken to the Nest door.  They should be handed directly to wraparound staff.  If your child is a pupil of Albany Junior School, staff will take them directly to the school door.  Staff will request a signature from a member of Junior staff to say that pupils have been dropped off appropriately.  
Children should be collected no later than 6pm. If there are extenuating circumstances, where parents know they will be late picking up their child, they should contact the school on the emergency number on XXXXXXXXX. Please store this number in your phone for emergencies. If children have not been collected by 6:15pm and no contact has been made by the parent, the MASH team will be contacted. This will be treated as a safeguarding concern and the designated safeguarding officers will be informed.
Staffing
· There is a designated supervisor and several assistants on duty every day. 
· The ratio of staff to children will depend on numbers attending, however, this ratio will always be within 1:15
· All staff will be DBS cleared and will have completed the first aid, fire training, safeguarding training and food hygiene certificate.
· A designated safeguarding officer will be available or on call from 7.15am – 6.30pm daily. 
Absence
In the case of absence through illness, parents will notify the school office by 9am at the latest. This 
information will be shared with the supervisor by the school office. Parents will still be charged for these sessions as staffing has been booked for the month. 
Breakfast
Children will need to arrive by 8:15am to ensure there is time for them to have a breakfast. Children will be offered the following:
· A selection of cereals
· Toast with butter or jam
· Yoghurt
· Fruit
· Selection of fruit juice or milk
Afterschool Light Tea
Children will be offered:
· A selection of sandwiches
· Fruit
· Drink
· Yoghurt



Activities
Sessions will be planned by staff to ensure that activities are varied and exciting for the children and weather permitting, outdoor activities will be available. They will follow a similar philosophy to EYFS where a continuous provision will be available as well as themed enhancements. 
Behaviour
The school’s Relationships and Behaviour Policy applies to all children attending Breakfast/Afterschool Club. Children are expected to follow the Albany expectations of safe, kind and proud. If behaviour is a cause for concern, staff will inform parents/ carers. If behaviour concerns continue, a meeting will be arranged with the teacher and senior leadership team and a plan of support will be developed. If behaviour results in the child or other children being unsafe, then the place may be withdrawn.
Communication
Communication with parents/ carers using the clubs will be through a separate page on Class Dojo.   A specific Dojo page has been set up for children attending the Aviary and parents can communicate to the staff via private message.  Important messages e.g. school closures will be announced on the whole school page, club page and other means available to school.  
First Aid/ Medicines / Inhalers
If an incident has occurred, the staff will follow the following school policies (located on the school 
website) Further information is available through the following policies:
· Supporting Pupils with Specific Medical Needs Policy
· Asthma Policy
· First Aid Policy
Personal Property
· All items of clothing should be clearly marked with the child’s name.
· Children should not bring any electrical devices or other valuable property to the club as the club cannot accept responsibility for loss or damage to it however it may have been caused. 
Management of Wraparound Debt 
To ensure that the school’s budget is not adversely affected by the cost of wraparound care,  the Governors consider the fairest system to all families is to pursue a ‘Zero Tolerance’ approach as we are unable to carry these unmet costs. It is important that the school budget is spent for the benefit of all our pupils and not to cover the debt of a small number. Therefore, we encourage prebooking through the Parentpay system.  
If a child attends a session which has not been paid for an email will be sent to the parent during the week requesting immediate payment to the school. Prompt action will be taken to address any debt issue at an early stage in order to prevent arrears amassing. Where a child continues to attend without payment, a phone call will be made to the parent to collect the child immediately, if this is for after school provision or in the case of Breakfast provision a child may be refused entry. 

The school will support parents/carers as much as possible in these circumstances. A debt recovery plan maybe offered.  However, if parents/carers make no attempt to contact or co-operate with the school then parents can expect no further assistance from the school. 
If no payment is made, a formal letter will be sent to the parent/carer immediately informing them of the removal of their child from the wraparound register.  The school will then send a final letter with an invoice for the total amount of debt stating that if the amount is not settled, advice will be sought from Nottinghamshire County Council’s Legal Team for assistance with recovery of the debt. This may result in small claims court action. 
Monitoring and Recovery of Debts 
At each meeting of the Governing Body meeting, the Headteacher or School Business Manager will provide Governors with details of any outstanding debt.  Our aim is always to support parents/carers in minimising any opportunity for debt balances to build up. The school does, however, reserve the right to begin legal proceedings to recover outstanding debt and inform the Local Authority. Where necessary the school, along with support from the Local Authority, will utilise the small claims court, in which case parents/carers will be liable for all costs incurred in addition to the original debt. Such measures will be taken even after a child no longer attends the school if they have left not having paid all money owed.
Complaints
We hope that you never have to complain, but if you do, please follow the school’s complaints policy, available on the school website.
image1.jpeg




