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Nether Kellet Primary School 
Out of Hours Childcare Policy 

 
Introduction 
Our before and after school clubs exist to provide high quality out-of-school 
hours childcare for our parents. They provide a range of stimulating and 
creative activities in a safe environment, within our ethos of ‘Be inspired, 
have belief and grow”. The clubs are run by staff from the school. 
  
The breakfast club operates from 7:45am – 8.45am during term time 
Mondays to Fridays. 
The after-school club operates from 3.20pm – 5:45pm during term time 
Mondays to Thursdays. 
 
A copy of this policy is provided to all parents of children attending the club 
and is also available on the school website. An up-to-date price schedule is 
available from the school office and school website. 

 
Admissions 
● Only children attending Nether Kellet Primary School are eligible to attend. 
● All places are subject to availability. 
● All parents will receive a paper copy of this policy and this policy is 
available to view via our school website. 

● All club staff are made aware of the details of a new child. 
● Children’s attendance is recorded in a register. 
 

Arrival and Departure 
Breakfast Club 
● Parents/Carers are required to bring their child directly to club and hand 
them to an adult running the club. They should enter the club via the back 
door near the hall.  The back door is kept locked for security so they will 
ring a bell to alert staff on arrival. They are greeted by a member of staff 
who marks them on a register. 
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● Children will be escorted onto the playground at 8.45am by the club staff 
where they will be supervised by another member of staff until the start of 
school (usually the headteacher).  If it is raining heavily, children will be 
taken straight into class. 

 
After School Club 
● Children in infant classes will be taken by a member of the staff directly 
from their classrooms. 

● The club staff will take a register of all registered children and will liaise 
with the class teacher/school office to determine any reason why a child is 
not accounted for. 

 
Departure 
● Parents ring the doorbell outside when they arrive and are then let in. 

• When a child is collected at the end of or during a session, they will be 
handed over by a member of staff and that child will be crossed off the 
register for the session. 

● Parents/carers must ensure that any person who may collect their child is 
listed on the registration form and that it is kept fully up to date.  Parents 
are issued with a password to pass onto anyone who collects that they 
must pass onto any other adult collecting their child so that ASC staff know 
that the collection is authorised. 

● Parents must inform Club staff if their child is going to be absent from 
Club by phoning the school office. 

 
Daily Routine 
 Morning session 
● Parents bring their children to Breakfast Club situated in the hall where a 
range of activities are set out. 

● 8.05am children wishing to have breakfast wash their hands ready to enjoy 
a freshly prepared breakfast. 

● 8.35am tidy up time, encouraging the children to take responsibility for 
the environment and equipment. 

● 8.45am children collect their coats and bags. Children are escorted to their 
appropriate playground where they meet up with the rest of the children 
awaiting the start of school. 

 
After school session 
• All classes have register for the week in their classrooms so that they know 
who is due to go to the Club.  Any amendments are passed on by office 
staff. If children are absent, class staff cross off their A mark to pass onto 
ASC staff. 

• 3:20pm - Children collected/go to the corridor area outside Oak Class or 
the hall for registration. 
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• Children can choose from a range of play and planned activities, both 
indoors and outdoors.  

• Children will be given a choice of healthy snacks and a drink;  
• 4:15 on Wednesdays and Thursdays, ASC set up to continue in hall if 

weather/dark nights mean they cannot be outdoors while clubs are in the 
hall. 

• 4:20pm children attending extra-curricular clubs will join ASC in the hall. 
 
Behaviour 
 Whilst attending Club, children are expected to follow the school ethos and 
rules. The school behaviour management policy applies at all times, 
including the rewards and sanctions.  The school’s Rights and 
Responsibilities are at the centre of the behaviour policy and will be 
referred to by Club staff. 

 
First Aid 
 The school first aid and administration of medication policy applies at all 
times. A first aid kit is kept in the hall and Club staff will have basic first 
aid equipment on them when outside.  Parents of any child who become 
unwell during Club will be contacted immediately. If a child is sent home 
during school hours, the school office will inform the Club of their absence. 

 
Uncollected children 
  If a child has not been collected by 5:35pm, parents will be contacted in the 
first instance by telephone. 

  The additional contacts parents have provided will be telephoned in the 
second instance. If these contacts are unavailable after approximately one 
hour, the police and Social Services will be informed. 

  A charge will be levied for late collection. A fee will be applied for late 
collection from 5:35pm onwards. 

 
Safeguarding 
  The door to the Clubs is locked and accessed via a bell for parents 
dropping off and collecting.  
Staff running the Clubs each have a walkie-talkie and another walkie-talkie 
is always with the head or deputy (or other designated teacher if head and 
deputy unavailable) to aid communication and enhance safeguarding. 

  Other staff are always on the school site during the times that Clubs are 
running and there are always 2 members of staff available for the Clubs 
themselves. 

  Any issues or concerns are reported promptly by Club staff to the DSLs via 
CPOMs and, in most cases, direct contact. 
Children are well supervised at all times and there are clear guidelines on 
the use of equipment and appropriate conduct. 
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Children are only collected by designated adults who have the relevant 
password. 

  
Payment of Fees 
  Fees are to be paid in advance via Scopay.  Childcare vouchers can be used 
and these will be paid once the booking is made. These are paid directly 
into the Club bank account. 

 The parent signing the Club’s registration form is known as the ‘contracting 
parent’ and is responsible for payment of all fees. 

  If a parent is experiencing difficulty with payment of their fees, they should 
contact the Club leader, Sophie Wren, via phone or email. Our staff will 
treat all matters confidentially and arrange for discussions in private. 

 
  Sessions may be booked as far in advance as required. Sessions have to be 
booked at least 48 hours before via Scopay.  If there is a last-minute 
booking, please contact Sophie Wren.  Booking is done online via Scopay.  
Where amendments need to be made to bookings, please contact ASC staff 
via the school office or email. 

 
Cancelling Sessions 
If a child is not attending the Clubs due to illness, no charge will be made.  
If a child is booked in and then doesn’t attend without extenuating 
circumstances, then the session will still be chargeable.  Bookings must be 
finalised by the end of the preceding week.  Any bookings made by that 
point will stand and will be chargeable.  If bookings are made and need to 
be cancelled in good time, please contact Sophie Wren via email or the 
school office. Parents can change or cancel their sessions up to the end of 
the preceding week prior to their child attending a specific session without 
incurring a charge. Any change or cancellation after this point is non-
refundable. 
 
Related Whole School Policies: 
The before and after school club is an extension of the school, so all school 
policies apply to the running of this provision. Of particular note are: 
● Safeguarding and Child Protection policy. 
● Equal Opportunities policy. 
● Health and Safety policy. 
● First Aid and Administration of Medicines policy. 

• Online safety policy. 
• Anti-Bullying policy. 
 
After School and Breakfast Club Leader: Sophie Wren  
s.wren@netherkellet.lancs.sch.uk 
01523 733778 

mailto:s.wren@netherkellet.lancs.sch.uk

