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21 March 2019 

 

Dear Parents/Carers 
 
We are pleased to announce that we are ready to start the registration process for our After School Care 
Club which will start after the Easter holidays on Monday 29 April 2019. The club will be for children in 
Reception and Years 1 to 6.  The club is an additional service that the school would like to provide to 
parents/carers. Further details are attached in our After School Care Club policy.  
 
The after school club will operate from 3pm – 5.30pm and will cost £5.00 per day/ £25.00 per week which 
includes a light tea.  Parents/carers will have to commit and register their children for at least one half term 
and pay for the first week in advance. Parents/carers then will be given a choice of how to pay their fees 
either on a weekly or monthly basis however this will always be in advance.  
  
To make the registration process as fair as possible a text message link will be sent to all parents/carers on 
22/03/2019 at 12 noon. This will link to a form allowing you to register your children indicating the days you 
wish your children to attend. The form will also allow you to put in a preferred start date allowing you to 
reserve a place in the near future (subject to availability).  
 
Initially the school will limit places to 36 pupils and children will be registered using the following criteria: 

- Children who register for 5 days  
- Children who register for 4 days 
- Other children 

 
The children will be registered in the order of the time registration is complete using the text message link. A 
waiting list will be created and we plan to add capacity as needed.  
 
Following the registration process the school will write to all parents/carers who have expressed an interest 
informing them if they are successful in securing a place. 
 
We hope this new venture will help parents/carers at the school and if you require any further information 
please do not hesitate to get in touch with the school office.  
 
Yours sincerely  

 
 
 
 

Jonathan Nixon 
Head of School  
 

 

 

 

 

 

 

 



 

 

 

 

 

After School Care Club Policy 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Introduction 
Cavendish Primary School’s After School Care Club exists to provide high quality out of school hours 
childcare for our parents/carers. It provides a range of stimulating and creative activities in a safe 
environment. 
 
The After School Care Club from 3.00pm- 5.30pm, term time and current costs for each session can 
be obtained from the school office.  
 
A copy of this policy is provided to all parents/carers of children attending the club and is also 
available on the school website.  
 

All parents/carers must complete the After School Care Club Agreement form and the Nominated 

Individuals Authorised to Collect your Child form. We will also provide a copy of the child’s data we 

hold on our Information Mangement System to parents/carers at the time of registration to ensure 

that it is correct. 

Admission  
- Only children attending Cavendish Primary School are eligible to attend the club 

- All places are subject to availability and priority will be given to children registering for 4 and 

5 days 

- The registration process must be completed prior to the child’s commencement at the club.  

- All parents/carers of children attending the club will receive a paper copy of this policy and 

this policy will be available on our website.  

- Children’s attendance will be recorded on a separate after school club register 

Arrival 
Collection of pupils from classrooms 

- All pupils will be collected by a member of the club team and taken to the Library at 3pm 

- All teaching staff will be aware of who is attending the after school club 

- A register will be taken when the children arrive at the club 

Departure  
If a parent/carer arrives before 4.30pm, they will report to the school office staff who will ring the 
club to enable the relevant pupil to be escorted to the school office. If after 4.30pm the parents will 
ring a buzzer on the reception desk to collect their child. A registered parent/carer must sign out all 
pupils.  
 
Parents/carers must ensure that any person who may collect their child is listed on the registration 
form and that this is kept fully up to date.  
 
Parents/carers must inform the school prior to the session if their child is going to be absent from the 
club.  
 
 



 

Daily Routine  
3.00pm – 5.30pm children are based in the Library or adjacent rooms taking part in a range of 
activities including Arts and Crafts, Homework, Educational Apps on the iPad, Sports and other 
planned activities.  
 
Between 3.45pm 4.15pm children will be offered a light tea/snack. Members of the staff team will sit 
with the pupils at this time. This will be served in the room at the rear of the school.  

Behaviour  
Whilst attending the club children are expected to follow the values in our behaviour policy. It is 
expected that pupils:  

- Use socially acceptable behaviour  

- Respect one another  

- Choose to participate in a variety of activities 

- Ask for help if needed  

- Enjoy themselves 

If after consultation with parents/carers and the implementation of positive behaviour management 
strategies, a pupil continues to behave inappropriately the school may choose to withdraw a child’s 
place at the club. The reasons and processes involved will be clearly explained to the child and their 
parent/carer.  

First Aid 
At least one member of club staff will be trained in first aid. All accidents will be recorded in the club 
accident book and accurately reported to parents/carers upon collection. Parents/carers of any child 
who is unwell either due to sickness or accident will be contacted immediately. 

Uncollected Children  
If a child has not been collected by 5.30pm, parents/carers will be contacted in the first instance by 
telephone. The additional contacts will be contacted in the second instance. If these contacts are 
unavailable for thirty minutes the social care/police will be contacted.  
 
A charge will be levied for late collection of children at £5 per 15 minutes. We understand on rare 
occasions unforeseen circumstances may occur and we will work with parents/carers in these cases.  
Repeated non-pick up of children on time will result in the school withdrawing their child’s place.  

Payment of fees 
Fees for the club must be paid for in advance. The parent/carer signing the registration form is known 
as the contracting parent and is responsible for the payment of all fees. If a parent/carer is 
experiencing difficulty paying they must contact the school office staff as soon as possible. Our staff 
will treat all matters confidentially and we will support parents/carers with this.  

Related School Policies 
- Child Protection Policy  

- Health and Safety Policy 

- First Aid Policy 

- Behaviour Policy 


