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Our school works in accordance with the PREVENT Duty and approaches this issue in the same way as any other child protection matter.  Any concerns that one of our pupils is at risk in this respect, will be referred to Children’s Social Care in line with the SET procedures.

Wyburns Primary School is a Rights Respecting School.  Our policies are underpinned by the UNCRC.
Article 29( goals of education)
· Education must develop every child’s personality, talents and abilities to the full. It must encourage the child’s respect for human rights, as well as respect for their parents, their own and other cultures, and the environment.


	Date Policy Created
	September 2015

	Reviewed:
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	Review:
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Equality and Inclusion
At Wyburns Primary School, we are committed to ensuring equality of education and opportunity for all pupils, staff, parents and carers; irrespective of age, race, gender, disability, faith or religion, attainment or socio-economic background. We aim to develop a culture of inclusion and diversity in which all those connected to the school feel proud of their identity and able to participate fully in school life.
The achievement of all pupils is monitored and we use this data to support pupils, raise standards and ensure inclusive teaching. We will tackle discrimination by the positive promotion of equality, challenging bullying and stereotypes and creating an environment which promotes British values; championing respect for all. 
We believe that diversity is a strength, which should be respected and celebrated by all those who learn, teach and visit here. As an educationally inclusive school the teaching and learning, achievements, attitudes and well-being of every young person matters.  
Our Mission Statement for Equality:
As a school, 
· We welcome our duties under the Equality Act 2010 to eliminate discrimination, advance equality of opportunity and foster good relations in relation to age, disability, ethnicity, gender(including issues of transgender, and of maternity and pregnancy), religion and belief, and sexual identity.
· We welcome our duty to promote community cohesion.
· We recognise these duties reflect international human rights as expressed in the UN Convention- The Rights of the Child.
INTRODUCTION
[bookmark: _heading=h.30j0zll]Wyburns Breakfast Club and Wyburns After School Provision (WASP) exist to provide high quality out-of-school hours childcare for our parents and children. During these sessions, we provide a range of stimulating and creative activities in a safe environment. 
[bookmark: _heading=h.4ktae9pnzg2n]The Breakfast Club operates from 7.30am – 8.40am and WASP runs from 3.15pm – 5.45pm Monday to Thursday; 5.15pm Friday’s; (term time and not training days). 
[bookmark: _heading=h.sk9cptlv28ao]Current costs for each session can be obtained from the School Office or the website. Copies of the Club Policy are available upon request and are on the school website. All parents must complete a registration form for each child attending the club and sign an agreement to adhere to Club policy, prior to attendance.
ADMISSIONS
· Only children attending Wyburns Primary School are eligible to attend the  clubs.
· All places are subject to availability and must be booked and paid for, in advance.
· Siblings have place priority.
· A waiting list will be kept.
· An application and information form must be completed prior to the child’s commencement at the club, containing information about the child’s date of birth, address, health, contact details and persons who may collect child – see Appendix 
· A first aid consent form (WASP only) and a payment contract must be completed prior to the child commencing.
· Parents are made aware of how to access policies and procedures.
· Irregular users are welcome, provided there are spaces and spaces have been booked and paid for.
· All staff are made aware of the details of a new child, including health and collection details.
· Children’s attendance is recorded in a register.
SAFEGUARDING
The designated lead for Breakfast Club is Mrs T Beale.  The designated lead for WASP. is Mrs N Glanville Both clubs will follow the school’s Safeguarding policy and procedures.
 ARRIVAL AND DEPARTURE
BEFORE SCHOOL CLUB
· Parents/Carers are required to bring their child directly to the club via the hall door and hand them over to a member of club staff.
· Children will go to their own classroom at 8:40am. 

AFTER SCHOOL CLUB
Collection of KS1 Children
· Reception children will be escorted by a member of the Wyburns’ staff to WASP
· Years 1 & 2 will be collected for WASP by a member of the WASP team.
Collection of KS2 Children
· Years 3,4,5 and 6 children will go directly to WASP internally from their classrooms. Class teachers will hold a list of these children daily.
On arrival all children are marked on the register on a daily basis by a member of the WASP team.
[bookmark: _heading=h.1fob9te]Departure
· When a child is collected at the end of (or during) a session, they must be signed out by a parent/carer or named collector and the time recorded.
· The parent/carer or named collector must inform a member of staff that they are collecting and signing out a child. The WASP phone number is in the office reception.
· Parents/carers must ensure that any person who may collect their child are listed on the registration form and that it is kept fully up to date.
· Parents must inform the School Office if their child is going to be absent from the club.
DAILY ROUTINE
MORNING SESSION
7.30am – 8.10 am Parents bring their children to Breakfast Club via the main hall external door. Breakfast is served until 8.10am. Children then take part in activities/ games either on the playground , in the hub or in a classroom. 
8.35 am Children collect their coats and bags and return to their class.
AFTERNOON SESSION
At 3.10pm Acorns children will be escorted by a member of staff to WASP. Years 1 & 2 children will be collected by a member of the WASP team at 310pm
[bookmark: _heading=h.3znysh7]Children attending after 4pm will have a healthy snack provided. 
Throughout the session, a range of planned activities and free play is available. During good weather, the children may be taken outside. Children can choose from a range of play and planned activities, both indoors and outdoors. 
5.20pm( 4.45pm Friday’s) children will be encouraged to tidy away and prepare for collection.
BEHAVIOUR
Whilst attending Club children are expected to:
· Use socially acceptable behaviour.
· Comply with the Club rules, which are compiled by the children attending the club.
· Respect one another, accepting differences of race, gender, ability, age and religion.
· Choose and participate in a variety of activities.
· Ask for help if needed.
· Enjoy their time at the Club.
Positive behaviour is encouraged by:
· Staff acting as positive role models.
· Praising appropriate behaviour.
· Reward system
· Informing parents about individual achievements.
· Wasp awards given out during Friday’s whole school assembly for brilliance.
Dealing with inappropriate behaviour:
· Challenging behaviour will be addressed in a calm, firm and positive manner.
· In the first instance, if necessary, the child will be temporarily removed from the activity.
· Staff will explain why the behaviour displayed is deemed inappropriate.
· Staff will encourage and facilitate mediation between children to try to resolve conflicts through discussion and negotiation.
· Staff will consult with parents to formulate clear strategies for dealing with persistent inappropriate behaviour. If after consultation with parents and the implementation of behaviour management strategies, a child continues to display inappropriate behaviour, the Club may decide to exclude the child. The reasons and processes involved will be clearly explained to the child and their parent/carer.
FIRST AID
· All accidents will be recorded in the accident book, accurately reported to the parents/carer upon collection and signed by a member of Wasps staff and parent/carer.
· Accident records must give details of; Time, date and nature of the accident. Details of the child involved. Type and location of the injury. Action taken, and by whom.
· All incidents are dealt with by a qualified first aider. Parents of any child who become unwell during Club will be contacted immediately. If a child is sent home during school hours, WASP staff will be informed of their absence.
MISSING OR UNCOLLECTED CHILDREN
MISSING CHILDREN
In the event that a child goes missing, the following procedure will be undertaken: Appropriate school staff will be informed of the missing child. Club supervisor will search the inside of the building and delegate an outside search of the building to another member of staff. If the child remains missing, the emergency services will be contacted.
[bookmark: _heading=h.2et92p0]UNCOLLECTED CHILDREN
[bookmark: _heading=h.gjdgxs]Parents will be contacted in the first instance by telephone. Emergency contacts will be contacted in the second instance. If these contacts are unavailable after approximately 30 minutes the police and Social Services will be informed – See Appendix B
There is a charge of £10 per 15 minutes (or part thereof) for late collections.
POSSESSIONS
Must be- clearly labelled, not of value.
Wyburns will not be liable for damage caused to items of value brought to WASPs. 
PAYMENT OF FEES
It is a requirement of the club that parents pay their fees promptly- on booking. Anyone experiencing difficulty with payment of their fees should contact the school office staff as soon as possible. Payment should be made online.




W.A.S.P.				Appendix A
Emergency Evacuation/Closure Procedure

Wyburns Primary School will make every effort to keep the Club open, but in exceptional circumstances, we may need to close at short notice. 
Possible reasons for emergency closure include:
· Serious weather conditions 
· Heating system failure
· Burst water pipes
· Fire or bomb scare/explosion
· Death of a member of staff or child
· Assault on a staff member or child 
· Serious accident or illness

In the event of an emergency, our primary concern will be to ensure that both children and staff are kept safe. If it is necessary to evacuate the Club, the following steps will be taken:
· If appropriate the manager or session supervisor will contact the emergency services. 
· All children will be escorted from the building to the assembly point using the nearest safe exit.
· No attempt will be made to collect personal belongings, or to re-enter the building after evacuation.
· A nominated member of staff will check the premises and will collect the register (including emergency contact details) providing that this does not put anyone at risk.
· Before leaving the building the nominated person will close all accessible doors and windows, if it is safe to do so. 
· The register will be taken and all children and staff accounted for. 
· If any person is missing from the register, the emergency services will be informed immediately. 
· The manager will contact parents to collect their children. If the register is not available, the manager will use the emergency contacts list (which is kept off site).
· All children will be supervised until they are safely collected. 
· If after every attempt, a child’s parent or carers cannot be contacted, the Club will follow its Uncollected Child procedure.


Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2017)



[bookmark: _heading=h.tyjcwt]W.A.S. P.								Appendix B
Uncollected Children Policy

WASP endeavours to ensure that all children are collected by a parent or carer at the end of each session. If a child is not collected, and the parent or carer has not notified us that they will be delayed, we will follow the procedure set out below: 

Up to 15 minutes late
· When the parent or carer arrives they will be reminded that they must call the Club to notify us if they are delayed.
· The parent or carer will be informed that penalty fees will have to be charged (unless the delay was genuinely unavoidable).

Over 15 minutes late
· If a parent or carer is more than 15 minutes late in collecting their child, the manager will try to contact them using the contact details on file. 
· If there is no response from the parent or carer, messages will be left requesting that they contact the Club immediately. The manager will then try to contact the emergency contacts listed on the child’s registration form.
· While waiting to be collected, the child will be supervised by members of staff.
· When the parent or carer arrives they will be reminded that they must call the Club to notify us if they are delayed, and that penalty fees will have to be charged (except in exceptional circumstances).

Over 30 minutes late
· If the manager has been unable to contact the child’s parents or carers after 30 minutes, the manager will contact the local Social Care team for advice.
· The child will remain in the care of the Club’s staff, on the Club’s premises if possible, until collected by the parent or carer, or until placed in the care of the Social Care team.
· If it is not possible for the child to remain at the Club’s premises, a note will be left on the door of the Club informing the child’s parent or carer where the child has been taken (eg to the home of a staff member or into the care of a safeguarding agency) and leaving a contact number. A further message will be left on the parent or carer’s telephone explaining events. 

Managing persistent lateness
The School office will record incidents of late collection and will discuss them with the child’s parents or carers. Parents and carers will be reminded that if they persistently collect their child late they may lose their place at the Club. 



[bookmark: _heading=h.3dy6vkm]



BREAKFAST CLUB / W.A.S.P.				Appendix C
Procedure to be Adopted in the event of a fire
On discovering a fire:
Any adult discovering an outbreak of fire should, with hesitation, sound the nearest fire alarm.

Evacuation
On hearing the fire alarm bell ring (a continuous ringing), the person in charge should instruct the children in their care to stand and, when told to, move in a quiet and orderly manner to the nearest exit. The person in charge must ensure that they take the register with them.   The person in charge and pupils should proceed to the assembly point on the far side of the KS2 playground, where the register for pupils and staff will be taken.  Do not stop to collect personal possessions. 
If the club is split over various locations around the school, each member of staff with the children should follow the instructions above and the whole club should come together on the KS2 playground.
Any remaining members of staff should follow at the rear, checking toilets and closing all doors behind them.
The person in charge is to liaise with the Site team regarding any missing children/members of staff.  The Site staff will responsible for contacting the Fire & Rescue Service.
No-one is to re-enter the building unless permission is given by the Fire Brigade or in case of a drill, by the Headteacher (or designate)





	[bookmark: _heading=h.1t3h5sf]Child’s Details

	Date of Registration:     Appendix D(i)

	First name:

	Surname:
	What s/he likes to be called:

	Date of Birth: 

	Current age:
	Class:

	Parent/Carer details

	Title:

	First name:

	Surname:
	Title:
	First name:
	Surname:

	Home address:
	Home address (if different):

	Does this child normally live at this address? Yes/No
	Does this child normally live at this address? Yes/No

	Work address:
	Work address:

	Home number:

	Mobile number:
	Work number:
	Home number:

	Mobile number:
	Work number:

	Email address:

	Email address:

	Does this person have parental responsibility? Yes / No
	Does this person have parental responsibility? Yes / No

	Does anyone else have parental responsibility for this child?  Yes / No (please provide details overleaf)

	Emergency Contact Details (please provide details of two people we can contact if we are unable to get hold of you)

	Name:

	Telephone number:
	Mobile number:

	Address:
	Relationship to child:

	

	Name:
	Telephone number:
	Mobile number:


	Address:
	Relationship to child:


	Child’s Doctor

	Name of Doctor:

	Address:
	Telephone:

	About your child:

	Please detail any additional/special needs your child has, including medical conditions: (please provide full details)



	Please detail any dietary requirements/food allergies for your child: (please provide full details)



	Is there anything your child does not like (food, games, etc) or is scared of?



	What are your child’s favourite activities?




Signature of Parent/Carer:						Date:
	

	MEDICAL TREATMENT 

	Childs Name:......................................................................................................................................................

	I consent/ do not consent (delete as appropriate) to first aid or Emergency treatment deemed necessary during their time at the club in a the event of my child needing hospital treatment I will allow a member of staff to accompany them to the Emergency department of the nearest hospital to seek advice and treatment from a medical practitioner.

	Signed:

	Date:

	

	I consent/ do not consent to my child being given Calpol if needed during a session and I will be informed on collection of my child.

	Signed:

	Date:

	

	If my child should become unwell during a session, I agree to collect or arrange for the collection of my child as soon as possible.

	Signed:

	Date:

	
Parent/Carer name

	

	SUNCREAM
I consent/ do not consent to my child having sun cream applied if the club staff feel it is necessary.

	Signed

	Date:

	Parent/Carer name:


	

	CLUB ACTIVITIES 
I agree/ do not agree to my child being taken off the clubs premises for the purpose of short local visits/trips to parks, shops Etc. (Separate consent will be required for longer trips further a field or those requiring more detailed information to parents- cinema, farms etc. )

	Signed

	Date:

	Parent/Carer name:


	

	PHOTOGRAPHS 
I give/ do not give permission for my child to be included in any photography/video projects that take place at the club.This may include promotional work for the club, local press etc (Please note that surnames will not be used in newspaper articles etc)

	Signed

	Date:

	Parent/Carer name:


	

	

	

	

	TERMS & CONDITIONS


	I agree to immediately inform you of any changes to my contact details


	

	I agree to keep you informed as to the identity of the persons who will be collecting my child(ren) from the club.
NOTE: If the person collecting your child(ren) is not usually responsible for collecting them, we will require the person to provide us with the correct password. If the password is not provided by the individual collecting your child(ren), we will not release your child(ren) into their care

	

	BOOKINGS & PAYMENTS
All bookings are to be made and paid for through the school’s on-line payment system.*
Attendance can be booked on-line up until Mid-night the day prior to attendance.
*In an emergency, attendance can be booked on the day by contacting the school office
If attendance is not paid for, access to WASP will be withdrawn until the debt is settled, unless a prior agreement has been reached with the school.

	

	COLLECTION
· All children to be collected by parent/ carer or agreed named person by the end of each session

·  Please contact the club as soon as possible if there will be delay collecting your child 

· The after school club runs from 3:15pm – 5:45pm, 5:15pm on Friday. Please notify the club by 2:30pm if your child will be collected directly from school

· Late collections will result in a late fee of £10.00 every 15 minutes or part thereof. 

·  If any other people other than the parents/carers or emergency contacts listed on this application form are to collect your child please inform the office immediately and inform us with details of this person.  This person will be required to give the correct password in order to collect your child(ren).

	

	Our extensive policies and procedures are freely available to all parents/carers.

	

	I have read the above information and agree to comply with the clubs Terms and Conditions.

	
Signed:
	
Date:

	
Parent/Carer name:





	
			[image: ]
BREAKFAST CLUB
BOOKING FORM

TIME: 07:30 – 08:40
COST: £3.20 per child per session
PLEASE BOOK/PAY VIA SCHOOL MONEY 



[image: ]
	Pupils Name:
	

	Class:
	

	Siblings in school:
	

	
	

	Emergency contact name:
	

	Emergency contact number:
	

	
	




	Allergies/ Medical information:
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