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Dear Parents/Carers,





We are delighted that you have requested details for Hoylandswaine out of School Club. We provide high quality out of school care for children aged between 4 and 11. We can provide provision for up to 16 children.
We have divided this information pack into sections relating to the different aspects of the Club. These are as follows:

1. Our mission statement                                                        
2. Opening times                                                                  
3. What’s on offer                                                           
4. Food and drink                                                                                
5. Prices                                             
6. Terms & conditions                                  
7. Registration form and Medical Form                                                    
We hope that the information given will be helpful and informative, but if you have any further questions or queries, please do not hesitate to contact us on the above telephone number. 

Thank you for your interest – we look forward to welcoming you and your child(ren) to our Club!!

Carol Faxon
Co- ordinator
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Hoylandswaine Owls

Out of School Club

1. Our Mission Statement

We are committed to offering and providing this high quality childcare through the delivery of interesting and enjoyable activities, the provision of tasty and healthy food and drink, in a safe and secure environment.

Aims

We are happy to be able to provide:

· A breakfast club.

· An after school club.

Objectives

We aim to ensure that wherever possible, the childcare we provide:

· Offers great value for money.

· Satisfies the needs of the children.

· Satisfies the needs of the parents and carers.

· Promotes a healthy lifestyle.

· Is safe, stimulating and enjoyable.
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2. Opening Times          
We aim to be open every day of term the times are as follows.
	Breakfast Club
	After School Club

	7:20 – 8:50am  
£4.50 per session
	3:30-5.30pm £6.00
3.30-6.30pm £9.00


. 

Breakfast will not be served after 8.30am
3. What’s On Offer – Activities and Events! 
We know that not every child wants to go to an Out of School Club when you have to work… We also know that many children moan about being bored at home… We completely understand that sometimes, you parents and carers just want a bit of, well, extra ‘you-time’! 
For all of these reasons, we aim to provide a wide range of interesting, enjoyable and definitely-not-boring activities! That way, the kids will love it, you (the parents and carers) will be happy knowing that the kids are loving it, and we’ll be happy knowing we’re providing an excellent service! 
3.30-4.00pm  Free time, healthy snack and drink

4.00-5.15pm  Club activity – inside or outside (e.g. team games, sports, den building arts and crafts board games, bingo)

Homework corner (Resources will be provided)

Free choice (a range of resources will be made available)

5.15pm  Healthy high tea

5.30pm  Choice of activities
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4. Food and Drink
We think it’s really important to eat good food that tastes nice and is full of healthy stuff. We also know how that can sometimes be the kind of food that kids don’t like! We’re therefore going to be imaginative and creative in our provision of healthy breakfasts and snacks! 

We will buy good quality foods and won’t feed them anything we wouldn’t eat ourselves!! 

Drinks will include lots of good old tap water, fresh fruit juice, and warm drinks for cold days. 
NB: Please ensure that our records of your children’s food allergies are kept up-to-date.
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5. Terms & Conditions
Hopefully by now you recognise that Hoylandswaine Out of School Club stands for fun, amusement and laughter, but we also have to be a bit serious too. In this section we will make you aware of the most relevant terms and conditions. A full copy of our policies can be viewed at the Club. 

Registration, Medical Information and Consent Forms

For Health and Safety reasons, all children attending the Club MUST be registered and have a completed Medical Information Form before their first session with us. We will also ask you to read and sign a contract that covers all of these necessary details. Consent forms may be required for specific activities and trips. 

All records will be stored in a secure place and all staff will be aware that this information is strictly confidential and that it should not be passed on to anyone outside of the club. The only exception to this is if a child is considered to be ‘at risk,’ in which case our child protection policy will override any confidentiality, as it is our duty to pass on such information to the relevant authorities.
General

Hoylandswaine Owls Out of School Club retains the right to exclude or refuse admission of any child whose presence is detrimental to their own or another child’s well-being, or where there is a breach of the above stated conditions. In this instance monies paid may not be refunded.

Hoylandswaine Owls Out of School Club will accept no responsibility for the loss or damage to personal items whilst your child is attending our sessions. Items are brought into the Club at your own risk and should be labelled with your child’s name. Staff should be made aware of items brought into the Club.
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6. Bookings and Payment

We can accommodate a maximum of 16 children aged between 4 and 11 at any given time. Subject to availability, all places are allocated on a first come first served basis. When the Club is full, you will be placed on a waiting list and will be notified as soon as a place is made available

Payment will be requested on a half termly basis based on the fees at that time. Cheques should be made out to Hoylandswaine Primary School Please pay the amount owed within 7 days of invoice.   

As mentioned, we would normally expect bookings to be made one week in advance that is by the Monday before the week you require a place for your child. However, we will accept short notice bookings wherever possible, for example if you are delayed and require your child to attend the After School Session. This is at the discretion of the Club Co-ordinator. 

When your child is booked in, staffing, resources, food and space will be reserved for them. We regret that cancelled sessions will still be charged for if less than one weeks’ notice is given.

Children must be signed in/out and collected on time by a named person (as indicated on their Registration Form). Charges may be made for late collection.
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7. Policies & Complaints Procedure
In this section we will make you aware of the most relevant policies and procedures. A full copy of our policies may be viewed at the Out of school club at any time. See the list below for the policies we hold.
The following additional policies are available to read any time:

1)          Admissions Policy

2)          Alcohol & Drugs Policy

3)          Behaviour Management Policy

4)          Child Protection Policy

5)          Child Protection Statement

6)          Complaints Policy

7)          Complaints Procedure Statement

8)          Confidentiality Policy

9)          Closure Policy : Staff Shortage-Severe Weather-Heating 

              Breakdown-Infectious Diseases                                                            

10)          Environment Statement Policy

11)          Equality & Diversity Policy 

12)          Equipment & Resources Policy

13)          Fire Drill Procedure

14)          Food & Drink Policy

15)          Health & Safety Policy

16)          Health & Safety Statement

17)          ICT & E Safety Policy

18)          Missing Children Policy

19)          Non-Collection of Children Policy

20) Partnership with Parents Policy

21)           Settling into Out of school club Policy

22) Sickness & Absence Policy
23) Special Educational Needs and Disabilities Policy

24) Support For Families

25) Legislation
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Hoylandswaine Owls Out of School Club

Health & Safety Statement

It is the policy of the Out of School Club to comply fully with the requirements of the Health & Safety at Work Act 1974, and all other relevant statutory provisions.  

The Out of School Club has a responsibility to provide a safe environment for your child and the school and the co-ordinator have a responsibility for health and safety concerning the Out of School Club premises. All staff is aware of potential hazards within Out of School Club and surrounding environment and actively protects children from hazards. All staff will be trained in first aid. All accidents and any incidents are recorded in the Accident Report Book. All accidents are accurately notified to the parent/carer as soon as possible.  Hygiene rules relating to bodily fluids are followed with particular care and staff is aware of how infections can be transmitted. 
In Out of School Club we aim to: 

1. Involve and motivate Out of School Club staff in all matters concerning Health & Safety.

2. Prevent accidents, injuries and ill-health and to identify and eliminate hazardous situations.

3. Achieve a high standard of occupational health, safety, welfare and hygiene.

4. Control situations likely to be hazardous to health and safety in the Out of School Club or cause damage to persons or equipment.

5. Provide a safe and healthy environment.

If you wish for any further information or a copy of the full policy, please ask any member of staff.
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Hoylandswaine Owls Out of School Club
Safeguarding/Child Protection Statement

At Hoylandswaine Owls we take the care, welfare and protection of your children very seriously. 
Within Out of School Club we strive to provide a safe, secure and nurturing environment for our children who promote inclusion and achievements.

All staff has a statutory and professional responsibility to take action if we have reason to believe a child is suffering, or is at risk of abuse.  Our Child Protection Policy and Procedure sets out what we will do if we have reason to believe a child is being abused or is at risk of abuse, either within the home or the community. We refer to Barnsley Safeguarding Children’s Board (BSCB) procedures and refer to the HM Gov DCSF publication “What to do if you’re worried a child is being abused”

Every staff member undergoes Child Protection Training.

The policies are designed to ensure that children get the help they need when they need it.

The Child Protection Co-ordinator for Out of School Club is The Co-ordinator, Mrs Carol Faxon.  If you wish for any further information or a copy of the Out of School Club policy, please ask any member of staff.  If you wish to discuss this matter further, please contact Mrs Carol Faxon.
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Behaviour Policies

Club Rules will be devised with the children and will be clearly displayed in the club. A reward system will be in operation for those children who are outstanding in their observance of the rules and who demonstrate desirable behaviour. 

Time out may be used for children behaving in an inappropriate manner.

We have a zero tolerance attitude toward any form of bullying, violence or aggressive behaviour. Parents or carers will be notified of any serious inappropriate behaviour such as this.   
Complaints Procedure                                                                                                                                       
Our Out of school club believes that children and parents are entitled to expect courtesy and prompt, careful attention to their needs and wishes. We welcome suggestions on how to improve our club and will give prompt and serious attention to any concerns about the running of the club. We anticipate that most concerns will be resolved quickly by an informal approach to the appropriate member of staff. 
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