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Extended School Policy
                                                                        ‘Home from Home’
    November 2022
Review date: July 2024
This policy provides information and guidance for parents, teachers, teaching assistants, non-teaching staff and Governors on our approach to the provision of Childcare within Swingate Primary School.  
The Home from Home Club is committed to delivering high quality, affordable and sustainable childcare for all children within the school from the Nursery to Year 6 (3 to 11 years of age), offering Breakfast Club and After School Club facilities. This takes place in a safe, stimulating and supervised environment.
The Home from Home Club opening times
The Breakfast Club daily provision is Term Time only from 07:30 to 08:30*
*From January 2023, Breakfast Club will open from 7:00 – 8:30

The After-School Club daily provision is Term Time only 

· The session is from 15:15 to 17.00.
The Home from Home Club closes at 17:00

All sessions required by parents must be booked and paid for 24 hours in advance. We use on online booking service accessed through our website. www.swingate.medway.sch.uk  

We will not be able to take any bookings for places on a Monday morning after 5 pm the previous Friday. This is to ensure we have the correct staff in place.

You will need to set up an account to access booking pages. If you require any help in this, just ask the Home from Home Manager.
Once places are booked, fees are charged, even in the event of non-attendance (this does include illness). For those parents who are late in picking up their child, we reserve the right to charge a late fee of £40. If you are late on more than 2 occasions, the use of the facility maybe withdrawn. 
Costs*
Access to Breakfast Club cost £6.00 a session payable in advance. Access to the After-School sessions costs £7.00.
Costs are reviewed by Governors each year and subject to change. Parents will be given as much notice as possible if costs are increased.
Late Picking up

If a parent/carer is late picking up their child from After School Club this will result in a £40 fine.  This will need to be paid in cash or via Bank Transfer (Not through Squid).  

Continual lateness can result in the school refusing to allow a family to access this service.  
Staffing
The Home from Home Club is run and managed by the Childcare Manager (Miss Lindsey Ellen) who is responsible for:-
· The day to day organisation of the clubs.
· Training and development of staff working within the club.
· Welfare and development of the children attending the club.
· Management of the parents’ accounts.
· The Liaison, when required, between the club and the Headteacher.
Playworkers are employed on an ‘Adult to Child’ basis as follows: -
· 1 adult to 12 children
All staff are required to hold, a relevant Childcare qualification, a 1st Aid certificate and a Food Hygiene certificate.
Care, Learning and Play
A program of activities is planned to create an atmosphere that encourages children to be confident and independent and to develop their physical, emotional, intellectual, social and language skills.
The program ensures opportunities for indoor and outdoor play as well as daily access to an I.C.T suite and the school library.

Food and Drink
Children are provided with a choice from the Breakfast Club menu in the morning and are provided with a snack and fruit in the afternoon. Provisions of drinks are freely available throughout the sessions. Any allergies will be catered for, just let the staff know.
Special Needs
The club is committed to ensuring that all children are able to access the services provided. The club liaises with the SENCO, teaching staff, HSSW and parents to ensure that any specific individual needs are met to ensure that the child can play a full, active and equal part in club activities.

What is our policy on behaviour?
Staff are confident in managing a wide range of children’s behaviour including those with more challenging behaviour. The expectation will be that children will behave well in a positive environment. Staff will work with parents to ensure this. If children do not follow the rules, they will not be able to attend the sessions.  The Extended School Leader will warn parents this could happen to enable this behaviour to be corrected.  However, in some situations the school has the right to stop a child attended for any given amount of time if the behaviour puts adults and children at risk with no notice or warning given prior. Staff are trained in dealing with bullying and concerns are duly recorded, investigated and dealt with accordingly. 

Safeguarding and Health and Safety 

The protection and safeguarding of all our children is our first priority. All staff have first aid training and follow the school policy on administering first aid. A first aid box is clearly identifiable and accessible.

Risk assessments show how all staff are aware and take actions to minimise risks.

All staff are trained in Child Protection procedures and follow these by handling concerns and allegations discretely and sensitively passing information to the school’s Designated Child Protection Leads:  Matt Wignell, Tina Babraa, Penny Davies or Mary Clarke.
All children are safe and secure on the premises and the children and never unsupervised. Any visitors to the setting must sign in at the main office.
All staff have the required DBS checks and are names on the school’s Single Central Register.

Complaints procedure 
As a school and service, we wish to work in partnership with all our parents. In the event of a complaint, parents raise their complaint initially to the Childcare Manager. If this is unresolved, the complaint is brought to the headteacher. If there is still no resolution, the complaint can be bought to the attention of the governors.  
All policies and procedures are in line with the Swingate School’s policy and Medway Council. 

This policy will be reviewed annually by the Extended Schools manager.
