
Bournes Green Infant School


Our Vision

At Bournes Green Infant School the governors, staff, children, parents and carers work together in an atmosphere of mutual respect and trust in a community that is strengthened and enriched by a diversity of background, culture and religion.  Our priority is to foster the self-confidence, self-esteem and independence of all in a climate of growth and opportunity that will enable us to achieve the highest standards.  We actively promote a healthy environment in which children enjoy learning and develop the skills needed to become responsible members of society.  We aim to bring learning to life.

Our After/Before School Clubs provide a care/play environment for children on the premises of Bournes Green Schools for local children. 
Before children attend parents are required to accept our terms and conditions and to complete both a registration and a booking form.

Policies and procedures
These clubs are governed by Bournes Green Infant School and follow the policies and procedures of the school. 
The named Child Protection Officer for the clubs is Carol Sheern.

The Health and Safety Officer is Amanda Keech.

The staff will undergo appropriate First Aid training.

Contact numbers 
01702 580975 for After School Club
01702 587099 for queries during the school day

Staffing
All care staff are employed by Bournes Green Infant School in accordance with OFSTED regulations which require Criminal Records Checks to be carried out. 

Opening Times
Term time only

Before School:

From 7.50 am

After School:

3.10pm – 6pm

Registration
When you register your child with the Clubs this reserves a place for your child to attend on a full or part time basis as agreed between us, commencing on the agreed start date. Where there are no places available at the time parents register, children will be placed on a waiting list which is operated in strict rotation according to the date of registration and the type of place required.

For children attending Bournes Green Schools we will use the medical and contact details the schools hold for your child(ren). A copy of this information will be sent to parents when they register their child(ren). All other families will be asked to complete a medical and contact detail form.
It is the responsibility of parents/carers to advise us of any changes and to ensure that we hold emergency contact details appropriate to the time of day as well as any material information relating to their child’s health or individual requirements.
Please be aware that the registration process leads us to make important decisions and financial commitments in terms of the required staffing levels for the children attending at any given time. This is why we insist upon 4 weeks notice. We hope you will understand that our priority is the maintenance of our high standards of care for all children and that you will not ask us to operate outside these terms and conditions.

Registration for part time places must specify the days for which care is required. 

Fees 
Before School:

£3 per session from 7.50am

After School:

£10 per session from 3.10 – 6.00pm.  

We also offer after school care at £4 per hour or part hour. We will be able to collect children from after school clubs.

Payment will be in advance. Our fees will be reviewed annually for September.

Payment of Fees

Please make cheques payable to Bournes Green Infant School.
For regular registered children fees are to be paid monthly in advance.  Fees will be invoiced to you and due monthly in advance. Weekly in advance only by special arrangement. Regular registered children have guaranteed places through each term.  Please note you are reserving your child’s place and parents will be liable to pay fees for all booked sessions; no show due to illness/holidays etc. still need to be paid for. Should children stop attending the Club during a term for whatever reason, a notice period of 4 weeks is required. The notice period is payable. Any queries should be directed to Bournes Green Infant School.

If you have completed and signed a registration form, it may be possible to reserve a place on an occasional basis only. Do this by completing a booking form and handing to Bournes Green Infant School or Club staff on the previous day at the latest. Such sessions are charged at the normal rate with payment made at the time of booking. This is non refundable if you need to cancel or make a no show. Dates/times booked must be paid for in full and note that they are not transferable, as we need to arrange staff/child ratios which may vary day to day.

In the event of any fees remaining unpaid or parents breaching any of these terms and conditions or we otherwise deem such action necessary or in the interests of other children or the School Clubs, we reserve the right to terminate a child’s place. Late payments will be subject to an interest charge of 5% per period.
Arrival and departure
The clubs are within the school grounds and Bournes Green children will be escorted to or from their respective schools by a carer at the start/end of the school day. 
When Bournes Green children are attending any ‘after school clubs’ run by the schools would parents please use the booking form to advise us of the time the children will need to be collected. 
Parents/carers of children from other schools will need to arrange transport to Bournes Green After School Club. Any changes to arrival and collection time should be notified in writing.
When picking up children from the After School Club, please use the car park.  Please ensure that you sign your child(ren) out.

When a parent/carer or other adult identified on the registration form is unable to collect child(ren), the care worker must be informed beforehand, as the children will not be allowed to leave the premises with persons unknown.

If a parent nominates an unknown representative to collect the child from us, we must be informed of the name of the chosen representative, their relationship to the parent(s) or child and sufficient additional information to ensure that our security systems are not compromised. This may consist of a photograph of the chosen representative, password or other information agreed between us and the parent.

After School the children must be collected by 6.00pm. A charge of £5 per 15 minutes, or part of, will be exacted if parents/carers are late. This sum will be used to pay for care workers’ overtime. If parents/carers are consistently late, then your child(ren)’s place may be at risk.

If your child isn't collected at the agreed time and the parent/carer hasn't advised the Club of any delay, we will phone all of the emergency numbers you have given us on the ‘child form’.  If after 6.15 we still obtain no reply, we will make a decision if/when to contact Social Services.  So please inform us if any delays are likely on 01702 580975. 

Where possible, parents are requested to give at least 24 hours notice if for any reason their child is unable to attend the club other than through illness. This is so that care workers are aware which children will not be attending.

Food and drink
We do not have the necessary food hygiene certificates to serve food but we will ask you to provide a healthy snack and a drink or cup for a drink of water that we can give to the children before/after school.  It will be possible to keep this refrigerated for you but we cannot accommodate large boxes.

Keeping Records
We will keep appropriate records in a safe and secure place.  

Complaints
If you have a complaint please feel that you can discuss this with us at any time (children not present) and we will try and work together to rectify it.

If it is not remedied and you feel dissatisfied you can make a formal complaint to Bournes Green Infant School Tel: 01702 587099.
Health and Safety
Upon the registration of a child at the Club, the Club and staff employed by us will act in loco parentis for the duration of the time that the child is in our care, both on and off the premises, until a parent or chosen representative collects the child. In the case of any illness, accident or emergency the Club shall have the right to take such actions as are deemed necessary, including arranging medical treatment, the administering of anaesthetics and hospitalization if necessary, even if the parents have not yet been informed. If the Club informs a parent that a child must be collected prior to the usual collection time, for whatever reason, the parent must either collect the child as soon as practicable or nominate and arrange for a chosen representative to do so.

Children are not allowed to leave the premises unless accompanied by their parents/carers or a care worker. It will be assumed the Club has permission for all children to be taken outside the premises onto the school grounds.

The Club does not accept responsibility for any money, toys, games or valuable items etc. which children may bring to the Club. We will make every effort to care for items that a child needs at school, e.g. musical instruments, if these are given to the care worker on arrival at the Club.

We reserve the right to send home any child if such action is deemed to be necessary or in the best interests of that child or other children.

Aggressive or abusive behaviour, physical or verbal, either to children or staff, is not tolerated. 

Children and adults must show respect for and make proper use of all property, equipment and premises whilst attending the Club.

Homework 
Care workers cannot supervise or assist with any homework but they may listen to your child read unless instructed otherwise by parents/carers.
Bournes Green Infant School reserves the right to add to and/or alter these terms and conditions, and will notify parents/carers of any changes.
After/Before School Club Terms and Conditions
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