[image: stedwards_badge_FNL_col]







St Edward’s Catholic Junior School
Breakfast & Afterschool Club
Parent/Carers Handbook
2025/2026


[image: ]


Introduction
This booklet contains detailed information about St Edward’s Catholic Junior School Breakfast and Afterschool Club.  If you have any questions or concerns that are not addressed in this booklet, please do not hesitate to contact us.
Comprehensive details of our policies and procedures can be found in the Club on request.

Breakfast Club
Available to St Edward’s registered children 7 -11 yrs
From 7.45am to 8.40am
Price per child per session £5.00

Afterschool Club
Available to St Edward’s registered children 7 -11 yrs
From 3.15pm to 6.00pm
Price per child per session £11.00

Welcome
We aim to provide a high standard of care that meets the needs of working parents/carers. We enable our children to take part in play opportunities that contribute to their physical, emotional and social development. 

Children can take part in a wide variety of age appropriate activities and club invites children to take part in the planning of activities and encourages their input in decision making. The range of activities available includes arts and crafts, sports and games and music. Children can also take advantage of a quiet area for reading, homework and relaxing if required. We make full use of our small playground, weather permitting and we are able to access the school field during the warmer months. All activities are supervised by staff at all times.

Breakfast and Afterschool Club Supervisor
The Club has a supervisor to ensure that the individual needs of the children are met.  The supervisor is the key person who will communicate with parents / carers and the rest of the staff. 
In the Breakfast and Afterschool club the older children attending are encouraged to “buddy” the younger children. This helps promote a caring environment and the building of positive relationships. There is a separate telephone line at the club; the telephone number is 01296 432043.  Parents are asked to use this number to communicate with club staff.
Admissions
The following criteria will be used to allocate places with priority as follows:
1. Children already registered
2. Those children who have siblings attending the club.
3. Children who have been offered and have accepted places at St Edward’s in order of date of
application to club.
 
When advised that a place is available you are required to complete an admission form and registration from indicating the sessions required.  Places will only be allocated for regular attendees due to staffing ratios. All booklet permission slips accepting the terms and conditions of the Club together with Admission and Registration forms must be returned before your child’s first session.  
It is the responsibility of the parents to ensure that our records are regularly updated.  Please put any requests for changes to sessions in writing to the Administrator via the school office. 

Payment
Fees are paid monthly in advance for club. Invoices are issued via ParentMail or Childcare Vouchers. Confirmation of payments made via vouchers must be emailed to the school office: office@stedwards.bucks.sch.uk. Payment must be received by the last working day of the month.  Please note the payment date to ensure that late payment fees are avoided.
If for any reason you have not received your invoice, please advise us as soon as possible. Late payment will incur a fee of £10 or 10% whichever is the greater. If late payments are made three or more times during the year, the Governors reserve the right to withdraw the child’s place. Any outstanding fees at the end of the first week of the month will result in your child being removed from the register with immediate effect. 
If there have been past issues and concerns regarding late payments or unpaid fees, the Governors reserve the right to prevent re-entry at a later date.  
All requests for re-entry must be made to the Governors in writing.  A response will be made within 15 days of your request. 
Cancellations/changes to bookings
In the event of school closure, we will issue a credit against the following months invoice.

If you decide to permanently cancel a booking, we require a month’s notice in writing to the Administrators. This is not negotiable. Fees are still payable during the notice period regardless of whether you make use of this place.

If a child is absent the sessions missed will still need to be paid for and staffing levels will remain. We cannot offer alternative sessions. 
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Parents/Carers must notify the club if their child is not attending that day’s session. Absences must be reported on the day to ensure safety and well-being of children and so that registers can be amended as appropriate. Following up unreported absences takes a lot of time and can cause anxiety to both School and the Club staff.  It may also result in the Administrator calling the Police in the case of a missing child.
Absence reporting must be made by telephone to the Breakfast and Afterschool Administrator from 7.30am to 8.30am or from 3.30pm to 6.00pm.  
 
During the school day, please telephone the school office. It is the parent’s/carer’s responsibility to inform school if their child will not be attending a booked session.
 
Late Collections
If no-one arrives to collect your child after their session, the Supervisor will telephone the parents/carers or the emergency contact numbers.  Collections after 18:00 will be charged £10.00 for the first 10 minutes then £40.00 for up to 30 minutes. If your child is still not collected by 18:30 and we have had no contact with the parent/carer, we may have to call Social Services for the care of the child and a payment of £50 will be charged. Invoices issued for late collections must be paid within 7 days. If your child is collected after 18:00 on 3 or more occasions the Governors reserve the right to withdraw their place.
 

Staff
The Club staff are appropriately qualified. Training programmes will take place as required ensuring the Supervisors have Level 3 in Child Care and the Play Workers have Level 2 in childcare.  All members of staff hold current enhanced Disclosure & Barring Service (DBS) check and are Food Hygiene and Paediatric 1st Aid.
 
Medication
Medication should be administered by the child’s parent/carer. If your child needs prescribed medication in school you will need to complete forms available from the school office. No medicine can be accepted in school until these forms are completed and returned. Children are not permitted to bring any non-prescribed medicines to school.
 
Health & Safety
The premises are checked before each session together with all equipment. Risk assessments are regularly carried out and reviewed. We promote awareness of our children’s developing abilities to ensure their safety.
 
Accident/Illness
In the event of your child being taken ill whilst at the Club you will be contacted to collect them.  If your child is involved in an accident whilst at the Club, first aid will be administered.  If the injury requires hospital treatment, you will be contacted immediately.  All information held about your child will be treated as confidential.

Fire Drills
Fire drills are routinely carried out each term in accordance with the Health & Safety recommendations. Children will be taken the fire safe point and be registered.
 
Special Needs
We are proactive to ensure that the needs of individuals are met. Within the partnership with parents/carers and any other relevant parties, we take every step to promote the welfare and development of our children.
 
Equality of Opportunities
The Club works in accordance with all relevant legislation and encourages children to respect each other as individuals.  Families are welcomed and valued equally and have access to the same information and opportunities.  We celebrate differences and similarities. 
 
Behaviour Management
The Club’s code of behaviour has been drawn up by the children and the rules are displayed on the board.  Children work with staff to ensure Club rules are followed.  Sanctions imposed include time out.  In the event of three warnings for the same inappropriate behaviour during one session, parents will be called and asked to collect their child.  
 
If the inappropriate behaviour continues when the child returns, a    meeting with the Head Teacher will be made for those concerned and re-entry to the Club may be prevented.
 

Refreshments
We ask parents not to send children to the Breakfast and/or Afterschool Club with food from home. If you have any specific requests for food, please speak to the supervisor.  The club is committed to offering a    variety of healthy snack food options which will include the following:

 Breakfast (served until 8.30am)
 
Cereals, fruit, toast, yoghurt and fruit juice.
 
Afterschool (served until 5.00pm)
 
A light tea e.g. toast/sandwiches, fruit and juice will be available for children if they choose.  There will be no nuts or nut spreads.  
 
Registration
The first step to booking a place in the breakfast and/or afterschool clubs is to complete a form to register your interest.  This tells us which club or clubs you require and on what days.  The forms are available from the Club Supervisor or Administrator.
 
Names are placed on a waiting list which operates for each club. We will notify you as soon as possible if we are able to offer the requested sessions.  Due to the limited number of places, it is advisable to register your interest as early as possible.  When places are offered a registration fee of £20 will be collected.  The £20 fee is a one off payment for each child attending the club.  Should your child not attend the club for a period of 12 months, then a further £20 re-registration fee will be applicable for entry to the Breakfast and/or Afterschool Club.  We would ask you to advise us of any amendments to your request as soon as possible.  
 
Complaints
All complaints should be made to the Club Administrator.  If you still have concerns, please contact the Head Teacher who will investigate the    complaint further and will respond within 10 days.
 

Direct Telephone Numbers
St Edward’s Breakfast and Afterschool Club  -  01296 432043
St Edward’s Catholic Junior School  -  01296 424544
 
Dropping Off / Collection of Children
Please do not use the School’s car park when dropping off or collecting children from the club.  Using the zebra crossings on the school grounds sets a good example to the children for road safety.
 
If any person under 16 years of age is to collect your child, we will require written permission.  
 
Please notify us if anyone other than the person/s specified on your child’s admission form is to collect your child.
 
Breakfast Club 
Children may not be dropped off before 7.45am.  When children arrive we ask parents/carers to sign them into the club.  The children will be signed out by the Supervisor at 8.40am where the      children will then go via the playground to make their way to their classrooms. If you wish to send in a toothbrush for the children to clean their teeth after eating breakfast, please speak with the Supervisor.
 


Afterschool Club
At the end of the school day, the children attending the afterschool club will arrive in the Main Hall.  A member of the Afterschool Club staff will ensure all children are present and be taken to the Afterschool Club.  On collection of your child from the Afterschool Club we ask that you sign them out.
 
Safe Collection
 
Please ensure that you have included on your admission form details of anyone that may be collecting your child.  If we do not have permission from you we will not let the child go until we have spoken to you.  We will ask anyone unfamiliar to us for ID.  We are confident you will support us on this matter for the safety of your child.
 
Parents/Carers Checklist
 
· Booklet has been read and the terms and conditions are agreed and signed.
 
· Admission form and permission slip completed for each child.
 
· Registration fee paid.
 
· The opportunity to discuss the details on the admission form such as your child’s likes and dislikes, friendship groups, dietary  requirements.
 
· Children who require regular medication such as an inhaler or  epi-pen are required to meet with staff to discuss the details.
 
Useful Contact Telephone Numbers
 
Chair of Governors  -  Mrs E Sidhu
Telephone 01296 424544
 
Head Teacher  -  Mrs J Heritage
Telephone 01296 424544
 
Direct Club number -  01296 432043
 
St Edward’s Catholic Junior School 
Telephone 01296 424544
 
 
Terms and Conditions
 
Please read this booklet carefully.  Your first payment will also be taken as your acceptance of our Terms & Conditions. 

Should you have any queries please contact the school office.
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