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Before & After School Club 
Information for Parents/Carers 

 
Term time opening  

 
Morning  7:30am - 9:00am  
Afternoon  3:15pm – 6:15pm 
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If you require this booklet in another format, for example large print, audio or 
in another language, please speak to the duty receptionist and every effort 
will be made to provide you with the alternative format as soon as practicable. 
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Dear Parent/Carer 
 
Thank you for choosing to send your child to Park Hall Community 
Association's Before & After School Club.  Please take some time to 
read this information booklet, which will hopefully answer many of 
your questions about our Club. 

 
Our mission statement: 

 
"We are committed to continually providing high quality,  

affordable, child-centred care with positive play opportunities  
for every individual in the Club, in a safe, happy environment 

in partnership with parents." 
 
Our aims are to: 
 

·  Provide opportunities for children through play, to make 
choices, find solutions to problems and develop play at their 
own pace.   

 
·  Create a relaxed, pleasant atmosphere in which children 

develop social skills and self esteem. 
 

·  Develop opportunities for adults to listen to children and 
respect their views, opinions and concerns. 

 
·  Respond to children's needs. 

 
·  Provide opportunities for children to explore and understand 

the wider world, have a positive image of themselves and 
promote respect for different cultural and social backgrounds. 

 
·  Ensure the health, safety and well-being of the children in our 

care at all times. 
 
 
 

 



 2 

Policies and Procedures 
 
Our full file of Polices and Procedures is available for you to view at 
any time and copies are available upon request. 
 
Equal Opportunities 
 
Our staff actively promote equality of opportunities and anti -
discriminatory practice for all children and adults. 
 
We positively support racial, gender and physical equality and 
nurture an understanding of cross-cultural perspective and values.  
We try to ensure that the specific needs of all children are met and 
that they are presented with positive images of people from all 
walks of life. 
 
Special Needs 
 
Our philosophy is that children with differing needs have a right to 
develop to their full potential alongside other children. 
 
Allergies, Dietary Requirements & Medication 
 
If your child has any allergies, dietary requirements or needs to take 
medication, please provide this information on their registration form 
and discuss it in more detail with the Senior Childcare Coordinator if 
necessary. 
  
Safeguarding Children 
 
We work together to keep all of the children in our care safe and 
free from harm.  All of our staff have enhanced clearance from the 
Criminal Records Bureau.  Staff have received child protection 
training and child protection issues are coordinated by Jill Jones 
(Senior Childcare Coordinator) and Pat Newman (Play Scheme 
Coordinator). 
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Photographs 
 
We often take photographs of the children taking part in activities.  
These photographs are put in our album to share with each other, 
used as evidence of our good practice for quality assurance and 
may be used for display or advertising purposes.   
 
If you do not wish your child’s photograph to be included in any of 
the above please tick the relevant box on your child’s registration 
form. 
 
What you can expect from us 
 
Children are taken into school in the morning and collected from 
school in the afternoon.  In the morning they are offered toast and a 
drink, and in the afternoon they are given a drink and biscuit. For 
those children who stay after 4:30pm a snack is provided.  Fruit and 
milk are provided on a regular basis and fresh water is always 
available 
 
There is a wide variety of activities offered to children such as 
snooker, crafts, board games, books, DVDs and computers, plus 
games and sports outside when the weather permits.  In fact, we 
offer the kinds of activities that they would be participating in if they 
were at home. 
 
Children may be escorted to and from school and community 
activities so that they can take full advantage of extra curricula 
activities.  The Association also provides childcare facilities during 
most of the school holidays and teacher training days. 
 
Food & Drink  
 
We aim to provide a range of healthy food and drinks and make 
meal time a social time.  Please do not send in food for your child, 
unless they have a specific dietary requirement that you have 
discussed with the Senior Childcare Coordinator. 
 
 



 4 

 
Expected behaviour 
 
Emphasis is placed on having fun, although obviously there have to 
be guidelines.  We are sure that you will agree that there should be 
certain standards of behaviour expected from the children. 
 
At the beginning of each year we agree with the children what is 
and is not acceptable behaviour.   
 
In order to deliver a quality service it is important that children who 
do not behave in an acceptable manner do not disrupt other 
children.  At no time will misbehaviour, bullying nor physical or 
verbal aggression towards staff or other children be allowed. 
 
Park Hall Community Association will not tolerate personal abuse 
towards adults or children.  
 

*Positive behaviour will be encouraged and praised*  
 

Comments & Compliments  
 
We appreciate your comments & compliments, as we always strive 
to provide the best possible service to all of our customers.  
Feedback forms are available in reception. 
 
Complaints  
 
Should you be unhappy with our service please speak to the Senior 
Childcare Coordinator in the first instance, who will endeavour to 
resolve your complaint. 
 
Our full complaints procedure is displayed on our notice board. 
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TERMS & CONDITIONS 
 
The following conditions form the basis of your membership of the 
Before & After School Club.  Failure to comply with these rules may 
mean you forfeit your membership: 
 
Membership and Booking In 

A non-refundable £5.00 registration fee, to cover administration 
costs, is payable upon submission of your initial registration form. 

Children must  be booked into Club by close of business on 
Thursday for sessions required for the following week.  This is 
because as an Ofsted registered childcare provider we must comply 
with our set staffing ratio and staffing levels are set in advance. 
 
Payment must be made at the time of booking in order for the Club 
to remain financially viable.  Late bookings will incur an additional 
charge of £1.00 per session. 
 
Telephone and bookings are not accepted, except for in the case of 
a genuine emergency. 
 
You must inform us if your child is taking part in a school or 
community activity.  If attending school activities, payment must be 
made for all sessions up to the time they go home, as our staff are 
on site from the end of the school day to take responsibility for your 
child. 
 
If your child attends a school activity which is subsequently 
cancelled the Association cannot be held responsible for the 
collection of your child if he/she is not booked into the Club for that 
afternoon.  We cannot guarantee that we will have enough staff to 
accept any extra children.  
 
Please do not arrive before the advertised start time.  Staff need 
time to prepare the rooms safely before Club starts and are not 
authorised to receive your child any earlier than 7:30am. 
 
Children must be signed in and out each day by a responsible adult. 
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Illness 
 
Please do not bring your child to Club if they are unwell.  
 
If your child has been vomiting or had diarrhoea please do not bring 
him/her to Club until at least 48 hours after the last occasion. 
 
If your child becomes ill at the Club he/she will be taken to a quiet 
area away from other children and we will ask you to collect him/her 
immediately. 
 
Collection 
 
Children will only be allowed to leave with either yourself or your 
nominated person(s). 
 
If you anticipate being a few minutes late you must contact the 
Association in order for us to reassure your child.   
 
It is your responsibility to arrange for someone to collect your child if 
you anticipate being late by more than a few minutes.  
 
When you register your child we ask you provide a collection 
password that should be known only to you and anyone you 
authorise to collect your child.  The use of the password will 
authorise staff to release your child.  If at any time you are 
concerned that the security of your password has been 
compromised please provide a new password, in writing. 
 
Collection after the session booked will incur a charge for an 
additional session. 
 
Collection after 6:15pm will incur a £10 surcharge.   
 
If a child is left for an unacceptable amount of time and we are 
unable to contact you, or one of your nominated contacts, then our 
policy is to contact the police and social services.   
 
Persistent lateness will result in forfeiture of membership. 
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Cancellation 
 
Please inform us as soon as possible of any cancellations. 
 
If you are unable to contact reception about your child’s attendance 
at the Club please contact whichever school your child attends and 
they will ensure that we receive your message. 
 
Please let us know if your child is absent from school on a day that 
they are booked in to Club, so that staff are aware of their absence. 
 
As staffing levels are set in advance credits or refunds will only be 
given for cancellations made up to close of business on Thursday 
evening for the following week.   
 
Please note that your child’s teacher will always send your child to 
the Club collection point if their name is on the collection list.  
Therefore, if you contact us to cancel your child’s After School Club 
booking for the same day, you will still need to collect your child 
from the Club.    
 
If your child does not attend Club for two weeks then membership 
may be cancelled, unless you notify the Senior Coordinator that you 
wish to retain your place. 
 
Disclaimer 
 
We provide your child with an opportunity to play with a wide range 
of toys, games and craft activities.  Please do not send him/her to 
Club with expensive or precious items or toys, except for occasional 
‘games days’ when children can bring in a game of their choice. 
 
Park Hall Community Association reserves the right to alter or 
cancel sessions if the need arises and accepts no liability for loss or 
damage to personal items. 
 
We would like to take this opportunity to welcome new members 
and thank existing members for their continued support. 
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