St. Mary’s Care Club

Information and Welcome Pack

Care Club Contact Telephone number

07814 036220
Times of Opening

8.15 - 8.45 am
3.30 - 5.00 pm
Monday to Friday

(term time only)

Welcome to St. Mary’s Care Club. 

Our Mission

We aim to provide quality, cost-effective after school childcare for any child who attends St. Mary’s CE (A) Primary School. Our staff are friendly and caring; all are themselves parents and are currently working towards various levels of qualifications in child care or play work.

A range of activities will be provided for the children in a safe, familiar and caring environment.  The activities on offer will be recreational, creative and physical, and we will provide the opportunity for the children to unwind and relax at the end of the school day. 

Breakfast of toast, cereal and a drink will be provided at 8.15 am.  A drink and light snack will be provided in the afternoon.

A tuck shop is not provided.

Admissions Policy

St. Mary’s Care Club accepts children between the ages of 4 and 11 years inclusive.  The numbers admitted at any one time are subject to a ratio of, not exceeding, 1 adult to 8 children.

Care Club can only accept those children who normally attend St. Mary’s Primary School.  If numbers requiring a place exceed availability, a waiting list will operate.

Every endeavour will be made to meet individual requirements, including those of any child with special needs or who has disabilities, always provided that this can be achieved safely within the Care Club environment. 

Care Club is open Monday to Friday during term time from 8.15 pm - 8.45 am and 3.30 pm and 5.00 pm.

All sessions are billed in the first week of every month for the previous month’s sessions.  This bill then has to be paid in full within fourteen days, to ensure that the wages for staff and other overheads can be met.  Payment can be made either by cash or a cheque made payable to St. Mary’s After School Club.  Non-payment of monthly fees will result in your child’s place in the club being withdrawn.
All parents and guardians must complete a registration form for each child attending Care Club.

Care Club recognises that all children are special but some of our children require additional support.  We endeavour to cater for those children with ‘special needs’ (see ‘Equal Opportunities’ Policy).

The Care Club Supervisor must be made aware of who will collect the child at the end of each session.  If there is to be a change to this then the Care Club Supervisor should be notified at the session prior to the change or in the case of an emergency by telephoning Care Club on 07814 036220.
The Welcome Pack, which contains all the Club’s Policies, will be given to parents who register with Care Club.  This pack will be updated annually. 

Partnerships

A sub committee of the Governors of the school manages Care Club.  The committee meets once a term and reports termly to the full governing body at their termly meeting, to ensure the smooth running of the Club. A representative of the Care Club staff is always invited to attend the sub committee meeting.

The Governing Body decides policies, and any changes or amendments to Care Club policies will be notified to those with parental responsibility.  We welcome comments and constructive criticism from parents and carers, as we are constantly seeking to improve the standard of care we offer.

Care Club Rules

· A register will be kept daily, recording the time of departure of each child.

· At the end of each session we will only allow a child to leave Care Club with someone who is known to us, and whom we recognise as having the authority to be responsible for the child.

· It is vital that parents inform us if there are to be any changes in the collection arrangements for a child, and of any restrictions that apply to collection.  Any person not visually known to us will be asked for identification, and the child will also be asked to verify the person’s identity.  If we have not been informed of any change in collection arrangements in advance, access will be denied until we have been able to contact you to confirm the arrangement.

· If a restriction order comes into force applying to any person who has previously had parental responsibility, we will need to have seen written evidence of the order before we are able to enforce it.  Any such disclosures will be treated in the strictest confidence.

· The Care Club Supervisor must be informed of arrangements for the collection of children and any changes made to these arrangements.  It would be helpful to the smooth running of the club if parents can inform us of any sessions they require at the beginning of the week, although we understand that this is not always possible and we intend to be flexible to allow for individual circumstances.
· All sessions are billed in the first week of every month for previous month’s sessions.  This bill then has to be paid in full within fourteen days, to ensure that the wages for staff and any other overheads can be met.  Payment can be made either by cash or a cheques made payable to St. Mary’s After School Club.  Non-payment of monthly fees will result in your child’s place in the Club being withdrawn.
· In the event of an emergency that will result in your child not being collected before the normal closing time of Care Club, it is important that you contact the Care Club Supervisor, so proper arrangements can be made for the safety and collection of the child.

· All enquiries, bookings or notifications of changes in requirements must be made via the Care Club mobile telephone, leaving a message if necessary. Please do not, except in an emergency, expect the school office to pass messages, however if you prefer you may email the club via office@st-marys-colton.staffs.sch.uk. Thank you for your cooperation in this. The mobile number is 07814 036220.
Arrival and Departure of Children 

Morning Session

Care Club opens at 8.15 am.  Between 8.15 and 8.30 am breakfast will be served and the session will finish at 8.45 am when the children will be able to go to their classrooms.

Afternoon Session

The children booked into Care Club in arrive in the main hall and sit at the activity table.  The register is taken.  Whilst a light snack is being prepared the children are asked to wash their hands.  Once all the children have eaten the planned activities are explained.

On collection of the children, parents and carers should ring the bell at the school front door where they will be greeted by a member of the Care Club staff.  The time of departure will be recorded on the register.  Children under the age of sixteen will not be allowed to collect children.
Parents and Carers must adhere to the opening times and strive to collect their child/children on time.

Health and Safety Policy

The Club is aware if its responsibilities under the health and safety law, and the Health and Safety (First Aid) Regulations Act, 1981. It will ensure compliance with these and any other relevant regulations, with regard to the health, safety and well being of all staff, children, volunteers and visitors.

The Club is properly insured, and the appropriate certificate is on display on the Club notice board in the School Hall at all times.

Supervisory staff will be trained to an acceptable level in First Aid, and will have access to the school’s First Aid box in the event of need.

Should a child, or adult attending Care Club, need to be transferred to hospital, the staff will be aware of the procedure to be followed. The next of kin will be informed and a child will be accompanied by their registration record card. A member of Care Club or School staff will transfer with the child to hospital if necessary.

Fire drills will be carried out in line with the schools own procedures every half term and recorded on the Register.  There is a no-smoking policy in force on the premises, which applies to all persons.

All club equipment will be kept clean and safe.

The door will be secured at all times when the children are present, and if outdoor games are organised, the children will be supervised at all times.

An accident book is kept and in the event of an accident, the person collecting the child will be informed of the incident, and they will be asked to read and sign the entry made in accident book.

An incident book is kept in which are recorded any incidents which may have an effect on the health, safety or well being of any child attending Care Club.  Care Club staff may discuss any incidents with the parents of the children concerned, in order to resolve any problems.   The Care Club Committee is always happy to discuss any concerns you may have regarding the well being of your children.

All Staff will ensure that the premises are, at all times, safe and secure for themselves, children, parents and visitors.  Dangerous behaviour by the children will be discouraged at all times.  (Please see behaviour policy.)   Children will not be left unattended at any time.

Cleanliness will be maintained and the children will be encouraged to take responsibility for their own cleanliness, which includes encouraging them to wash their hands after using the toilet and before eating. They are also encouraged to dispose of rubbish promptly and correctly.

Medication

In line with School Policy no member of Care Club Staff will administer medication.  Parents will need to make their own arrangements to administer medication but must agree to the administration of emergency medical treatment.

Safeguarding

At St. Mary’s Primary School, we are committed to ensuring the safety and well-being of our children and their welfare is paramount.  All staff are trained in Child Protection and all staff and volunteers have been Criminal Records Bureau and List 99 police checked.

Behaviour

We aim to provide a safe and happy environment for each child.  In order for us to do this we will:

· Encourage all children to develop self-discipline and show respect for each other by providing a range of activities.

· Try to ensure that no particular group or individuals are associated with particular behaviour on the basis of gender, race, religion or class.

· Try to provide a positive model for the children with regard to friendliness, care and courtesy.

· Praise and endorse desirable behaviour such as kindness and willingness to share.

· Ensure physical punishment, such as smacking or shaking, will neither be used nor threatened.

· In any case of misbehaviour, it will always be made clear to the child or children in question that it is the behaviour and not the child that is unwelcome.

· A child who misbehaves will never be sent out of the room by themselves or humiliated in any way. A period of time out will be achieved by a ‘one to one’ discussion with a member of staff.

· Every child starts the day with a ‘clean slate’.

Incidents of a serious nature will be recorded in the incident book.  The whole club in partnership will tackle recurring problems with the child’s parents.

In the first instance a member of The Care Club Staff will deal with misbehaviour.  If the misbehaviour is serious then a record will be made in the incident book and the parents informed.  If after working in partnership with the parents inappropriate behaviour continues then the parents may be asked to withdraw their child from Care Club.  This would be the very last resort.

Staff Development and Training

The Care Club is committed to the professional training and development of its staff, and will actively encourage staff to take part in any training relevant to the Group’s needs, and as required by legislation.

Supervisory staff will either be holder of, or currently working towards, a relevant level NVQ in pre-school childcare or play work.

Complaints Procedure

We hope that through our open approach to the management of our group we will rarely receive complaints. However, if a parent, child, or member of staff should have a complaint, the following procedure is recommended:

Complaint by a Child or Parent

In the first instance any problem should be presented, in writing if possible, to the Care Club Supervisor, who will assure any complainant of her/his complete discretion and confidentiality.  The Supervisor will investigate any complaint fully and communicate her/his findings back to the complainant within 10 working days of receipt of the complaint.  If the complainant is not happy with the findings and resulting action of the Supervisor, he/she may then address the complaint to the Care Club Committee.

The Supervisor will in the first instance, deal with any complaint from a Care Club Assistant.  The same procedure as above should be followed, and the complaint made in writing if possible. 

Complaint by Care Club Personnel

If the complaint is about the Supervisor herself/himself, the complainant should address his/her complaint directly to the Headteacher who will discuss the matter with the Supervisor and the Care Club Committee.

All complaints will be recorded.   All complaints will be taken seriously and dealt with fairly and in a way which respects confidentiality.  The decision of the Care Club Committee is final.

Child Protection

All allegations / reports or suspicions of abuse will be treated sensitively, but seriously.

If a child makes a disclosure, which could indicate abuse, be this physical, sexual or emotional, the following action will be taken:

· The information will be recorded confidentially.

· The Child Protection Officer at school (the Headteacher) will be informed

· The Headteacher will contact the Social Services Child Protection Scheme without delay if there is any suspicion of abuse.

Equal Opportunities Policy

The Club welcomes, values and respects all children, families, staff and volunteers into our group.

The Club will, through activities, attitudes and mutual respect, seek to create and reinforce an environment that is free from prejudice and anti-discriminatory. It will provide positive images of all adults and children living in our society, and which allows opportunities to talk about the rich and varied differences and similarities between us all.

The Club and its Staff will treat all persons equally, regardless of colour, gender, race, faith, language, culture or disability. No person will be treated differently to any other on the basis of any of the above aspects of individuality.

If a member of Staff hears a child making hurtful remarks, or engaging in discriminatory behaviour, they will act immediately. They will:

· Immediately say that this is unacceptable behaviour, and will explain why.

· Explain what was offensive.

· Point out untrue statements and give correct information

· Let the victim know that they care about their feelings and support them in standing up for themselves.

All resources will be chosen to give children a balanced view of the world, and an appreciation of the rich diversity of our multi-racial society.

The Club wishes to employ Staff on the basis of their suitability for the position, and will try to ensure equality of opportunity for employees. No person will be discriminated against when seeking employment within the Club.

Confidentiality Policy

Staff and volunteers will not divulge any confidential information to anyone other than to those who are absolutely appropriate, and for whom it is necessary to be in receipt of such information.

Any breach of confidentiality will be treated in the strictest possible way, and may result in disciplinary action.

Note: Any reference to, ‘The Club’, means St. Mary’s Care Club, and, ‘The Committee,’ means the Governing Body Sub Committee of St. Mary’s Care Club.

All policies are reviewed annually and subject to change.

This Document was written in October 2007.
St. Mary’s Care Club

Tariff of Charges – effective September 2007
In order for us to effectively staff and manage the Care Club, we need to know in advance how many children will be attending each day. We ask your cooperation in this. We will always try to accommodate any child who attends, even if he/she has not been pre-booked, but parents must realise that we are only able to do so within the ratio of 1 adult per 8 children, and if this number is exceeded, those children whose care has been pre-booked will have precedence

Any changes/requirements must be notified not later than 12 noon on the day the care/change is required. Failure to give such notice will result in the higher tariff or cancellation charge detailed below being levied. However, for ease of management we ask that you inform us on the last attendance each week what your requirements will be for the following week.

PLEASE ENSURE THAT ALL CONTACT IS MADE THROUGH THE CARE CLUB SUPERVISOR ON 07814 036220, LEAVING A MESSAGE IF NECESSARY.   PLEASE ONLY CONTACT  THE  SCHOOL  IN  AN  EMERGENCY  SO  AS  TO ENABLE THE CARE  CLUB  SUPERVISOR TO  ARRANGE  APPROPRIATE  STAFFING  BEFORE  EACH  SESSION.  YOU MAY EMAIL SCHOOL AT office@st-marys-colton.staffs.sch.uk.  THANK YOU.
Annual Registration Fee

£10 per family, payable once yearly at the time of first attendance.   
After School Care

Pre-booked Attendance

Care Charges: £1.50 per ½ hour or part thereof, per child, with a minimum charge of £3.00 per child per day.

Non-Booked Attendance

Care Charges: £3.00 per ½ hour or part thereof per child.

Failure to Notify Cancellation

In the event of a child not attending a pre-booked session, a charge of £3.00 will be made unless you have notified the cancellation as above.

Before School Care

£1.50 per session, (8.15 - 8.45 am), which includes breakfast.
Registration Form – St. Mary’s Primary School Care Club

The Child

	Surname:
	

	First Names:
	
	Preferred Name:
	

	Address:
	

	Date of Birth:
	
	Last Tetanus Injection:
	

	Does the child have any allergies, or other medical condition?



	If yes, please give full details, including details of any medication. Please ensure we are kept up to date with medication regime.



	Does the child suffer from any other problem of which we should be aware e.g. bladder problems etc?



	If yes, please give details.



	Persons with Parental Responsibility



	Person 1


	

	Name:

	

	Relationship to Child:
	

	
	

	Address:
	

	
	

	Tel Home:
	

	Tel Work:
	

	Mobile:
	

	Person 2


	

	Name:

	

	Relationship to Child:
	

	Address:
	

	
	

	Tel Home:
	

	Tel Work:
	

	Mobile:
	

	Person 3


	

	Name:

	

	Relationship to Child:
	

	Address:
	

	
	

	Tel Home:
	

	Tel Work:
	

	Mobile:
	

	Please indicate the order in which you wish us to contact you in the event of illness or emergency. Please note: it is helpful if one of the contacts is someone who lives close to the school, and who would be prepared to take the child home in the event of illness.



	1st Contact:
	

	2nd Contact:
	

	3rd Contact:
	

	Is there any other information that we need to know in order to best care for your child?



	I have read and understood the Rules, Terms and Conditions contained in the welcome pack for St. Mary’s School Care Club, and I agree to abide by them.



	I agree to emergency medical treatment being given.



	I enclose £10 per family Annual Registration Fee for the academic year 2008-2009.


	Signature:
	

	Name (please print):
	

	Date:
	

	Please use a separate form for each child, even if they are siblings. Thank You.




PAGE  

