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Parents

Handbook
About Combe After-school Club

Combe After-school Club is registered with Ofsted (Registration No. 133487) and is based in the Combe Community Hub. The club is open from 3pm to 6pm weekdays, during term time.

You can download our latest inspection report from the documents page on our Combe Pre-school website at www.combepreschool.co.uk. 
Our After-school Club started in September 2014 and is situated in Combe Community Hub, next to Combe Playing field. We use two rooms within the building for the children to play and have access to the playing field and nearby playground. We also have the use of an outdoor play area. 
The management of our setting
Our setting is a charity and as such is managed by a volunteer management committee - whose members are elected by the parents of the children who attend our setting. The elections take place at our Annual General Meeting. The committee make up the registered person with Ofsted and are responsible for:

· managing our finances

· employing and managing our staff

· making sure that we have, and work to, policies that help us to provide a high-quality service

· making sure that we work in partnership with parents

The Annual General Meeting is open to the parents of all the children who attend our setting. It is our shared forum for looking back over the previous year's activities and shaping the coming year's plan.
Our Ethos
Our After-School Club provides a fun, relaxing, safe, and secure community, where all the children are encouraged to choose activities that reflect their interests. It is our expectation that all the children will socialise with their peers and show respect.

Each child is respected as a unique individual and we support each child’s transition from school and Pre-school to our After-school Club, to ensure a smooth changeover.
We work in partnership with parents and actively encourage them to become involved in all aspects in the life of our After-school Club.
Our Mission Statement
· We provide affordable quality childcare for children who attend Combe Primary School and our Pre-school, in lovely surroundings.

· We offer children opportunities to relax and play in a safe and secure environment.

· We provide a warm, safe, friendly, and stimulating environment.
· We allow the children to make choices by selecting their own activities and encourage them to help plan for future activities, such as cooking and art and craft.

· Our keyperson system ensures that each child feels secure and that their families are given feedback after each session about their behaviour and activities that the children have been engaged in.

· We form strong respectful relationships with parents and carers and encourage them to become involved in the running of our club and make decisions.

· We welcome families from all different ethnical, cultural, and religious backgrounds and who have additional needs or disabilities and take special measures to ensure our club is accessible to everyone.

· We welcome families from all social and economic backgrounds.

· We are committed to developing the quality of our service and practice by making continuous improvements through planning, training, working with other professionals and obtaining feedback from the children, parents, and carers.

· As a registered charity, we encourage parents and their families to actively become involved and support us by helping our fundraising efforts.

What we offer

Our After-school Club follows the Playwork Principles, so the children are free to choose activities and resources as they wish. There will always be a selection of activities and resources available, including dressing up, home corner, craft, board games, construction, technology games, physical play, cookery, and reading.  

What we provide

The food we provide at the club is not intended as a substitute for a main evening meal. We provide healthy snacks, and promote independence, by encouraging the children to prepare their own snacks, and to clear away after themselves. We use fresh ingredients and follow statutory guidelines. Fresh drinking water is always available. We meet individual dietary requirements and parental preferences wherever possible. We recognise the importance of healthy nutrition for children delivered in a calm, friendly setting. We allow children to decide when they are ready to eat, but request that food be consumed whilst sitting at the snack tables. 
Staffing
All our staff have significant experience of working with children and undertake professional development training. All staff members are DBS checked. 

Staff have designated roles which can be viewed on our After-school Club page on our website.
If you have a query or concern at any time, please speak to a member of staff at the club when you collect your child. If you prefer to arrange a more convenient time for a meeting, please contact the Manager (contact details at the back of this Handbook or on our website).
Organisation
Combe After-school Club is run by Combe Pre-school which is a registered charity (number 1022602) and we employ seven staff. We are a member of the Pre-school Learning Alliance and the Out of School Alliance. We enjoy a close working relationship with Combe Primary School in order to ensure continuity of care, and to maintain good communication links.
Policies and Procedures
Our Pre-school and After-school Club has clearly defined policies and procedures. Key points of the main policies are included in this Handbook. Copies of full policies are kept at the Club and are available for parents to consult at all times. They can also be read and downloaded from our documents page via our website at www.combepreschool.co.uk.

Terms and Conditions 
Admissions
Our Club aims to be accessible to children and families from all sections of our local community. Admission to the Club is organised by the Manager and we use a waiting list system when the need arises. The waiting list will be operated on a first-come-first served basis, with the exception of siblings who will have priority for the same days as a sibling already attending. See our admission fees and policies for more details. 
We require a completed set of registration forms for your child before they can attend the club. This information will be treated as confidential and will be stored appropriately. 

Re-enrolment for September is required at the end of the summer term. We cannot keep a place open for your child unless you inform us that you still require a place for your child. 

Payment of Fees

Our current fees are £15.20 for a regular place and £12.55 for a sibling. £18.20 for an ad hoc place for occasional and last-minute places and £14.45 for a sibling. Regular users will be invoiced at the start of each half term with fees to be paid by BACS. Pre-school children who attend the club will be charged £19.65 per session as the staff will look after them from 2.30pm to 6pm. A daily voluntary contribution of 50p per day will be included in your invoice to help cover the cost of providing a healthy snack.
Additional regular sessions may be booked and will be charged on the next invoice. Ad hoc sessions will be charged on their next invoice. Payment is per child per session or part session. We accept childcare vouchers. Cheques should be made payable to Combe Pre-school. 
The price per session per child applies to all children. This is payable for all booked sessions including when your child is sick or on holiday (regardless of the amount of notice given). We do not charge for bank holidays or professional development days. 

Please ensure that fees are paid promptly. Non-payment for more than one month may result in your place being terminated. If you are having difficulty paying fees, please email our Administrator. 
Late Charge Fee

We operate a late charge fee if parents pick up there child late. Picking up your child late has a significant impact on staff ratios and routines.  The charge will be £5 for every 15 minutes you are late, which will be added to your invoice. If you are running late, then please notify the staff by telephone so they are aware.
Changes to days and cancelling your place
Please notify the Manager if you wish to terminate your child’s place, giving us a months’ notice by filling in and returning our notification to leave form, which can be found with this handbook or downloaded from our website. 
If you need to change the days that your child attends, then please contact the Manager. We try to accommodate such changes wherever possible.

Temporary Changes
Please remember that we need to know if your child will not be attending the club for any reason. Even if you have informed your child’s school, you will still need to notify us as the school does not automatically pass this information on to us. If your child doesn’t attend a booked session, we will have to treat them as a ‘missing child’ unless you have notified us of their absence.

If you know in advance of any days when your child will not be attending during the following week, please try and let the Manager know by Thursday at the latest. In cases of illness or emergencies when notice cannot be given, please call or email us as soon as you can. Contact details can be found at the end of this Handbook. 

Induction 
You and your child are welcome to come and visit the club before your child’s first day, to familiarise yourselves with the setting and to help your child settle in.

During your child’s first session, time will be set aside for an induction. The induction will include running through our Club rules and routines (including snack times, collection, and a tour of the setting), and introducing your child to the staff and other children.

Another child will usually be allocated to act as your child’s buddy for the first few sessions.

See our Child Induction Policy for more details

Arrivals and Departures
Our staff collect children from Combe Primary School and escort them to the Club. A register is taken when children are picked up from school, and when we arrive back at the Club. Staff will record the time when you collect your child from the Club on your departure.

We expect that your child will normally be collected by the person you have named on the registration form. If you need a different person to collect your child on a particular day, you must notify us in advance. We will not release your child into the care of a person unknown to us without your authorisation.

See our Arrivals and Departures Policy for more details. 

The Club finishes a 6:00pm, if you are delayed for any reason, please telephone the Club to let us know. A late payment fee of £5.00 per every 15 minutes will be charged if you collect your child after the Club has closed. 

If your child remains uncollected after 6:30pm and you have not warned us that you will be delayed, and we have been unable to reach you or any of your emergency contacts, we will follow our Uncollected Child Policy and contact the Social Care Team.
Child Protection
We are committed to building a ‘culture of safety’ in which the children in our care are protected from abuse and harm. Any suspicion of abuse is promptly and appropriately responded to. We comply with local and national child protection procedures and ensure that all staff are appropriately trained. For more details see our Safeguarding Policy.

Equal Opportunities
Our Club provides a safe and caring environment, free from discrimination, for everyone in our community including children with additional needs.

· We respect the different racial origins, religions, cultures, and languages in a multi-ethnic society so that each child is valued as an individual without racial or gender stereotyping.

· We will challenge inappropriate attitudes and practices.

· We will not tolerate any form of racial harassment.

Special Needs
We make every effort to accommodate and welcome any child with special needs. We will work in liaison with parents or carers and relevant professional to fully understand your child’s specific requirements. We will endeavour to accommodate all children of all abilities, whilst working within the Club’s limitations. Each case will be considered individually and risk-assessed to ensure everyone’s safety.

Our staff training programme includes specific elements relating to children with special needs.
General Information
Behaviour (children)

Children and staff have created rules for acceptable behaviour whilst at the Club. These are displayed at the Club and on our website for everyone to see.

We have a clear Behaviour Management Policy, a copy of which can be viewed at the Club or can be downloaded and/or viewed on our website.

The Club promotes an atmosphere of care, consideration and respect for everyone attending: children, staff and visitors.

We encourage appropriate behaviour through: praise for good behaviour; emphasis on co-operative play and sharing: talking to children with the courtesy that we expect from them and engaging children in activities.

Children are expected to read and sign a behaviour and ICT contract when they start attending the club.

The Club has procedures for dealing with unacceptable behaviour. We recognise that poor behaviour can occur from time to time for reasons that are not always evident, or as a result of special needs. We will try to be flexible in order to accommodate such cases.

However, if your child is violent, or their behaviour poses an immediate danger to others or themselves or others, we will require you to collect them from the Club immediately. In exceptional circumstances, and only when all other attempts at behaviour management have failed, we reserve the right to permanently exclude a child from the Club. See our Suspensions and Exclusions Policy for more details. 
Behaviour (adults)
We will not tolerate from any person, whether a parent, carer, or visitor: bullying; aggressive; confrontational or threatening behaviour; or behaviour intended to result in conflict. Our Club is a place of safety and security for the children who attend and the staff who work here, and we reserve the right to ban anyone exhibiting inappropriate behaviour from our premises. See our Aggressive Behaviour Policy for more details.

Class Dojo

We use a digital system to assist in helping us with Parent and Staff communication, for our After-school Club, so we now use Class Dojo. This is a simple, free, easy to use system of sending photos and messages securely to Parents, either individually or as a group. This system has already been used successfully by the Primary school, and Parents with older children at the school can access the messages on the same app. Parents will be invited to download the app to their phone or device. 
This system is well liked by the Parents at school, and we hope you will find it informative and a good addition to our provision. However, it will never replace the contact between keyperson and families, so please remember you are always welcome, and encouraged, to speak with your keyperson or a member of staff about your child. 

Illness

We are unable to care for children who are unwell. If your child becomes unwell whilst at the Club, we will contact you and ask you to make arrangements for them to be collected.

Please inform the Manager of any infectious illness your child contracts. If your child has had sickness or diarrhoea, please do not send him or her to the Club for 48 hours after the last illness has ceased. See our Managing Children who are sick or infectious Policy for more details.
Accidents and First Aid
Every precaution is taken to ensure the safety of the children at all times, and the Club is fully insured. Our staff are trained in first aid and a first aid kit is kept on the premises. If your child has had an accident whilst in our care, you will be informed when you collect your child. For full details see our Reporting and Recording of Accidents Policy.
Medication

Please let the Manager know if your child is taking prescribed medicine. If your child needs to take medicine whilst at the club you will need to complete a Permission to administer medication form in advance. 

We understand that it is difficult for parents to give their written consent for their children’s medicine during work and school hours. We therefore request that parents fill in a medicine consent form that can be downloaded from our website. Parents can send this to our manager via email before we pick your child up from school. Parents will be shown the medication book when they pick up their child and can sign the book before departure. Consent forms will be kept safe in our medication book. Please see our Administering Medicines Policy for more details.
Complaints Procedure
If you have any queries, comments or need to discuss any matters concerning your child, please feel free to speak to your child’s key person, a member of staff or the Manager.
Verbal complaints will be brought to the staff meeting for discussion and action.

All written complaints will be acknowledged within five working days of receipt and a full written response will be given within 28 days.

A full copy of our Complaints Policy is available on request.

All our policies and procedures can be viewed via the documents page on our website.
Pledge to Parents 
We value our relationship with parents/carers and are committed to working in partnership with you to provide top quality play and care for your children.

We will:

· Welcome you at all times to discuss our work, have a chat or take part in our activities.
· Keep you informed of opening times, fees and charges, programmes of activities, menus, and procedures.

· Be consistent and reliable to enable you to plan with confidence and peace of mind.

· Share and discuss your child’s achievements, experiences, progress, and friendships.

· Be available to discuss decisions about running the Club.

· Ask your permission for outings and special events.

· Listen to your views and concerns to ensure that we continue to meet your needs.

Contact Information
Combe After-school Club,
Combe Pre-school,
Methodist Church,

Park Road,

Combe,

Witney,

Oxfordshire,

OX29 8NA

Tel: 01993 898813         

 After-school Club Notification of Leaving Form

Combe Pre-school,
Combe Community Hub,
Methodist Church,

Park Road,

Combe,

Witney,

Oxfordshire,

OX20 1SA

Tel: 01993 898813

Email: info@combepreschool.onmicrosoft.com
Charity Number: 1022602

You are required to provide us with at least one month’s notice of withdrawing your child. If insufficient notice is given you will be responsible for the full fees for your child for one month from the date of notice. Please refer to our terms and conditions for full details.
A final invoice will be issued reflecting the fees chargeable for the remaining period that your child attends - together with any previously invoiced amounts which remain outstanding.
I confirm that __________________________ (insert child’s name) will be leaving Combe After-school Club on _________________insert date) and hereby give the required one month’s notice period.

Name of Parents/Guardian___________________________________

Signed_____________________________________   Date_____________
Because we are always seeking to develop and improve our services we would be grateful for a response to the questions below. All feedback is treated confidentially and is greatly valued.
1. How long has your child attended our setting? 

Years________________       Months​​​​​​​​_______________

2. What age group does your child fit into?

2-3/3-5/5-8/8-11

3. [image: image10.png]


Why is your child leaving?
Cost                Starting school     
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   Attending another setting     
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Other________________________

4. How would you rate the standard of care and education that your child has received?

Very Good  
[image: image3]         Good    
[image: image4]       Satisfactory   
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 PERMISSION TO ADMINISTER MEDICINE FORM

This permission slip is for prescribed medication.
Name of Child:   





Date of Birth:

Parents Contact No:

Doctor’s Name:

Doctor’s Telephone No:

Address of Surgery:

Reason for Medication:

Name of Medicine:

Storage Requirements:

Dosage (amount and time):

I give permission for medicine to be given to my child in accordance with the details above.

Signature of Parent/guardian:

Parents Name:

Date:

· Staff at Combe After-school Club will only be permitted to administer medication to your child if you complete and return this form.

· Under no circumstances will members of staff administer medication against the will of a child

If you have any concerns/queries, please contact the Combe After-school Club Manager.
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Combe After-school Club Home and After-school Club Agreement

We believe that all children need a positive and supportive relationship between home and our After-school club. This helps your children to improve their behaviour and social skills.

 It is our expectation that all the children will socialise with their peers and show respect. Our home and after-school club partnership must be seen as a real and active relationship promoting the highest expectations between after-school club, parents, and children.

Combe After-school Club will:
· Welcome you at all times to discuss our work, have a chat or take part in our activities.

· Keep you informed of opening times, fees and charges, programmes of activities, menus, and procedures.

· Be consistent and reliable to enable you to plan with confidence and peace of mind.

· Share and discuss your child’s achievements, experiences, progress, and friendships.

· Be available to discuss decisions about running the Club.

· Ask your permission for outings and special events.

· Listen to your views and concerns to ensure that we continue to meet your needs.
· Encourage your children to do their best at all times,

· Listen to your child.

· If there are any accidents or incidents at the club involving your child, you will be informed.

Parents and carers will ensure that:
· I consent for my child to attend Combe After-school Club. I understand that the club has policies and procedures (which are available for reference at the club or on the website), and that there are expectations and obligations relating both to the club and to myself and my child, and I agree to oblige by them.
· I will notify the club before the start of the session if I am collecting my child and that Combe After-school Club is legally responsible for him/her from school on a day that he/she is booked to attend the club. I understand that I will be charged for the booked session. 

· I will book my child into the club on a termly or ad hoc basis and will pay promptly for all booked sessions whether my child attends or not (e.g. due to illness or holiday), unless I have made other arrangements with the Play leader. 

· It is my responsibility to keep the club Play leader informed of any alterations to the information regarding my child (e.g. contact details, medical conditions etc.) 

· I accept that my child might take part in messy activities whilst at the club. I understand that I can provide my child with appropriate clothing to accommodate this if I wish.

· After-school Club closes at 6pm. If, due to unforeseen circumstances, I am going to be late, I will contact the Play leader as soon as possible. 
· If I do not collect my child by 6pm, I will pay a charge of £15 per quarter of an hour to cover the costs of the staff who are legally responsible for supervising my child. 

· If I do not collect my child by 6.30pm, and the club has been unable to reach me, or any of my emergency contacts, I understand that After-school club will follow it’s Uncollected Child Policy and contact Social Care.

· Whilst After-school club tries to ensure the safety and security of items, I understand that it can not be held responsible for loss or damage to my child’s property whist at the club.

· I have read the club’s Promoting Positive Behaviour Policy and agree to its terms and appreciate that in some circumstances it may be necessary to exclude my child from the club, and I will pay for any missed sessions unless otherwise agreed by the Play Leader or Committee.

· I will fill and send in a Permission to administer medication form available in this handbook or on our website, if my child requires any medication to be given during a session.
· Information held by After-school club regarding my child will be treated as confidential. However, in certain circumstances, for example if there are child protection concerns, I understand that the club has a legal duty to pass certain information on to other agencies, including police, social care and health professionals. 

· I understand that aggressive and abusive behavior towards staff will not be tolerated. 

My Child:

I will:

· Ask politely for help and support when I think I need it,

· Be polite, respectful, supportive and helpful to all members of our After-school Club community.

· Be respectful towards the Pre-school and After-school Club environment and treat all belongings responsibly.
· Inform a member of staff when I think something is wrong.

· Inform a member of staff when I think someone might be unhappy.

· Treat everyone the same. All pupils, staff, adults, villagers and visitors should be treated with dignity, respect and kindness.

· Try to think ahead, be sensible, thoughtful and considerate of others.
Date:
Name of Child:
Child’s signature:
Parent/carer name:
Parents/carer signature:

After-school Club staff name:
After-school Club signature:
[image: image9.jpg]



Child and After-school Club ICT and Screen Time Contract
Combe After-school Club is aware that children enjoy the use of technology to gain knowledge, to assist with homework and to use for entertainment purposes, therefore we allow children access to technological devices for these reasons. We also understand the importance of keeping children safe whilst they access online material through devices, and ask each child to sign this agreement to adhere to ICT rules to help the staff to keep them safe and to help keep themselves safe.

After-school Club staff will:

· Ask each child to sign up to a device on a daily list, and ensure that each child has a turn.
· Remind each child that they will only have two 15 minute time slots on each device, to allow all children to have a turn, although on busier sessions this may be restricted to one 15 minute time slot. The staff will time each child to ensure fairness.

·  Will cancel a child’s screen time or ban a child from a device for a stated amount of time, if they have demonstrated undesirable behavior or have used the devices in an unsuitable manner.

· Will monitor the children’s use of technology to ensure they are not accessing inappropriate material online. Children will be asked to stop using the equipment immediately if this happens.

· Will ensure that children do not access social media sites whist using technology.

· Will encourage safe ways for children to use the internet and technology and will explain why children need to keep safe.

· Will only allow children to watch U or PG rated DVD’s during movies nights at the club. 

· Remind the children not to share personal information about themselves, family, friends or staff whilst using technology and explain why.

· Will ask children who have brought in a mobile phone to keep this in their book bag. If this is refused, then the staff will lock items safely away in the filing cabinet to ensure everyone’s safety and that no photographs are taken of anyone. 

· Help and show the children to use the equipment safely and in the proper manner.

· Only allow the children to print off pictures and documents that are suitable and appropriate.

· Inform parents/carers if children have accessed unsuitable material online.

· Expect that parents/carers will support our online safety measures and encourage their children at home to use technology safely.

The Children will:
· Sign their name on the time sheet to ensure I have a turn on their chosen device.

· Stop the game, show or video without an argument when my time is over.

· Understand that I may not get their two 15 minute time slots if it’s a busy session at the club.
· Respect all the devices and use them in the proper manner, treating them with respect.

· Politely ask a staff member for help when I think I need it. 

· Politely ask a staff member to print off an image or document to help me with my homework or a creative activity.

· I understand that the staff will monitor and watch me using the devices to ensure my safety at all times.

· Stop the game, show or video if staff think that it is not suitable for me to play or watch.

· Understand that I will not be allowed to view or add post/photos to social media sites when at the club.

· Understand that staff will ask me to come off a device immediately if I watch or access unsuitable material, and that may parents/carers will be informed at the end of the session.
I                                                                        (insert child’s name), will abide by the following expectations regarding screen time.

Child’s name:  
Child’s signature:

Date:
After-school Club staff name:
After-school Club staff signature:

Date:

