White Court
School

b

Extended Provision

Wrap Around Care

Information, Terms and Conditions

Version 2024



Objectives
The main objectives of our extended provision are to:
e Provide safe affordable and convenient childcare for working parents.
e Provide healthy food in a comfortable, safe and fun environment for our children.

e Offer appropriate activities and play opportunities for all children, which prepares them for the challenges of a
school day.

Fees

The cost per child per session for Breakfast Club is £5.00.

The cost per child for Breakfast Club Extra is an additional £2.50

Pricing for After School Club is dependent upon the number of hours you require and will be as follows:
e Upto 5pm - £8.00*
e Upto 6pm - £12.00%

Children staying after 5pm will be served a light meal which is included in the cost.

If a child is not collected by 6:00pm, a charge of £1 per minute, to cover the costs of staff who will legally need to
stay, will be payable.

Increase in session prices will be communicated to parents at least half a term in advance.

To ensure the availability of necessary staff and also to ensure the quality of our service to you as parents, sessions
must be booked in advance.

All bookings for Wrap Around Care can be made via School Gateway up to 24 hours before the start of a session.

Payment will need to be made at the time of booking. However, if you will be using Child Care Vouchers to make
payment please let us know by emailing wraparoundcare@whitecourt.essex.sch.uk providing the relevant information.

All bookings can be managed using School Gateway. If you need to amend or cancel a booking this can be made up
to 24 hours before the start of the session you wish to change.

Last minute bookings will only be taken IN AN EMERGENCY ONLY and should be made via the School Office.

If you book a session and your child cannot attend due to being ill or a medical appointment, please advise the School
Office at the earliest opportunity of the appointment.

If you book a session and your child does not attend without giving sufficient notice within the timescales (24 hours)
or you do not cancel the session, the charge will still be applied.

If your child attends and a booking has not been made you will be contacted in the first instance to arrange for your
child to be collected.

*A discounted rate is available where siblings attend After School Club — to qualify for a sibling discount one child must be booked
into a session paying the full price and the other child/children can then be booked onto the sibling discount session at the reduced
rate.
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Registration Forms/Agreements

Registration Forms/Agreements must be completed prior to your child’s first session. Please complete and return
directly to the School Office.

Children will not be able to attend Breakfast Club/After School Club until this paperwork is received. This document
details all the information which we are legally obliged to have on record for your child before we provide childcare.
This information will be retained securely in line with the usual Data Protection relative to schools, nurseries and other
childcare providers.

A separate form must be completed for each child. Details include emergency contact names and numbers and any
specific dietary needs for your child. Changes to the information on these forms, can be made at any time in writing
via the School Office.

Hours

Wrap Around Care will not be available on school INSET days, the last day of term or for any other reason where the
school has to close. If there is an unforeseen event (such as heavy snow) which means the clubs have to close, staff
will contact the parents concerned. This information will also be communicated via ParentPay and available on the
School Website.

The Breakfast Club hours are 7:45am until 8:45am, Monday to Friday term time only.
The Breakfast Club Extra hours are 7:15am until 8:45am, Monday to Friday term time only.
Breakfast will be available until 8:30am.

Nursery, Foundation Stage, Year 1 and 2 children will be supervised to their classrooms by a member of staff.
Children in Years 3, 4 5 and 6 will be asked to make their own way to their classes.

After School Club hours are 3:15pm until 6:00pm, Monday to Friday term time only (except the last day of term).

Expectations

Parents can expect:
e Their children to be kept safe, supported and well cared for.
e Their children to only be offered healthy, nutritious food which will meet the requirements.
e Children to be offered activities and games appropriate to their age and abilities.
e Staff who are trained to keep children safe and understand their needs.

What we expect:
e Your child to be registered with the completed documentation required.
e The Terms and Conditions to be adhered to.
e To be informed of any relevant changes and changes in needs.
e Parents and Carers to support the Schools Wrap Around Care objectives.
e Fee payments to be kept up to date.
e The school Behaviour Policy to be adhered to.



Cancellations

Bookings for Wrap Around Care are made in advance. If you wish to cancel a booked session this can be managed
using School Gateway. If a session is not cancelled and your child does not attend a booked session a charge will still
be applied.

Payment will only be held as credit if your child is unwell or has a medical appointment. (We will need to see evidence
of this appointment)

It is the responsibility of the parent/carer to ring the School before 8:15am if their child is unwell and they will not be
attending either Breakfast Club or After School Club. The relevant staff members can then be advised to ensure the
Wrap Around Care Register is marked accordingly.

Health and Safety

A Health and Safety check will be carried out at the beginning and end of each session, to check fire safety,
emergency exits, first aid equipment, windows, doors and floors etc. Any problems will be reported to the Wrap
Around Care Leader/Health and Safety Officer who will be responsible for taking the necessary actions.

The Wrap Around Care Manager will also ensure that:
e The ratio of staff to children is acceptable and safe.
e All staff are DBS checked and all references followed up.
e At least one member of staff on each session is Paediatric First Aid trained.
e The club is inspected by OFSTED as part of the school inspection.
e Fire drills are practised and recorded every half term.
e Wrap Around Care staff hold a current Food Hygiene Certificate.

Food

Breakfast is available in the mornings from 7:15am — 8:30am. The children will be able to choose from a choice of
cereals, toast and fresh fruit.

A light meal will be available at 5pm for children attending After School Club. Fresh fruit and vegetables will also be
available for snacks.

Please note it is the parent/carers responsibility to inform the Wrap Around Care staff of any food allergies their child
may have by completing the correct information on the Registration Forms. White Court School is a nut free
environment.

First Aid, Accidents and Medication

Every child is taught to inform an adult of any accident, however small. During Wrap Around Care there will be a least
one qualified paediatric first aider on duty. All accidents are logged and recorded and we will inform you of any
accidents where necessary. Should we need to contact you in an event of an emergency we will use the telephone
numbers on your child’s Registration Form.

Wrap Around Care staff are unable to administer medication to children unless a consent form has been signed.
Medication should be administered by parents/carers before they arrive and if required a Consent to Administer
Medicine Form should be completed. The form can be obtained from the School Office.



Drop Off, Pick up and Sign In of Children

Wrap Around Care operates outside core school hours to provide parents and carers with a flexible and convenient
service. Formal procedures must be followed by all parents and carers to ensure that their child is kept safe.

Every child from Nursery through to Year 6 (inclusive) is to be brought into the building in the morning for Breakfast
Club by a parent/carer and signed in the register of attendance by the Breakfast Club Staff. Parents/Carers must not
drop child/children off and let them walk in alone.

Every child from Nursery through to Year 6 (inclusive) must be picked up from the building in the evening from After
School Club by a parent/carer and signed out in the register of attendance by After School Club Staff. Children will not
be permitted to leave without an adult.

If a child is not collected by 6:00pm, a charge will be payable to cover the costs of the two staff who are legally
required to stay. If a child remains at 6:45pm, I understand that the Staff will be legally required to contact Social
Care.

Complaints

Any complaints should be discussed in the first instance with the Wrap Around Care Leader or School Office who will
deal with the situation and keep a written record of any complaint and action taken. If a parent or carer is unhappy
with any action taken, they should follow the school’s complaint policy which can be found on the school website.

Safeguarding

At White Court School we take safeguarding seriously and as such school Staff have a duty by law to take action if
they suspect a child may be subject to abuse. Any concerns will be referred to the Designated Safeguarding Lead.
Concern is first and foremost for the child. School Staffs responsibilities do not include investigating the suspected
abuse.

Equal Opportunities

We are committed to provide activities and play opportunities for all children, regardless of race, religion, gender,
culture, class or ability. Any prejudice shown towards children, staff or visitors to Wrap Around Care will be
challenged. We will work in a positive way to encourage children to participate, to take pride in themselves and
respect each other and the environment.

Feedback

All children will be encouraged to provide feedback on their experiences with Wrap Around Care so that we can strive
to continue to develop a safe and stimulating environment for our children.



Terms and Conditions

By completing the Registration Form you are agreeing to the following Terms and Conditions:

e I understand that Wrap Around Care Staff will take all reasonable care of my child/children.

e I have read, understood and agree to abide by the Policies and Procedures of the Wrap Around Care contained
in this information booklet.

e I understand that failure to follow these requirements may result in my child’s place in the provision being
removed.

e Itis the parents/carers responsibility to check bookings are correct.

e I agree to abide and support decisions made by the staff and Headteacher regarding unacceptable behaviour.

e I agree to keep my child away from the Wrap Around Care provision for a period of 24 hours after a
contagious illness and 48 hours following a bout of sickness/diarrhoea.

e I agree to pay for all pre-booked sessions using School Gateway or by Child Care Vouchers whether my child
attends the sessions or not.

e I understand that if sessions are not booked and fees are not paid, the school has the right to refuse
admission.

e I understand that the information given on the registration form is confidential. However, there may be times,
for example in the case of child protection concerns, when details may be passed to other agencies in line with
the child protection policy.

e If your child attends an extra curriculum after school activity in school before attending the After School Club
provision, the full amount for care will still be payable.

e I agree to update school regarding any medical changes, new allergies or any other information to ensure
records are kept up to date.

e I am happy to receive Wrap Around Care information via email.



White Court School Wrap Around Care Provision

(A separate form should be completed for each child attending)

Registration Form

»

o

CHILD’S DETAILS

Name:

Preferred Name:

Date of birth:

Current Class:

Address:

Post Code:

PARENT/CARER DETAILS

Parent/Carer 1% Contact Name:

Relationship to Child:

Home Address:

Contact Number Mobile:

Contact Number Home:

Parent/Carer 2" Contact Name:

Relationship to Child:

Home Address:

Contact Number Mobile:

Contact Number Home:

Please cross out those not relevant:

Who has parental responsibility: Mother / Father / Other (please specify)

Who has legal responsibility: Mother / Father / Other (please specify)

EMERGENCY CONTACTS

Emergency contact 1 name:

Relationship to Child:

Emergency contact 2 name:

Relationship to Child:

Emergency contact 1 telephone number:

Home:

Mobile:

Emergency contact 2 telephone number:

Home:

Mobile:
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MEDICAL INFORMATION

Child’s Doctor:

Surgery Name and Address:

Child’s Doctors Telephone Number:

Does your child have any medical conditions? YES / NO

If yes, please give details, including details of any medication:

Does your child have any additional/special needs: YES /NO

If yes, please give details:

Does your child have any allergies? YES / NO

If yes, please give details:

Does your child have any special dietary requirements? YES / NO

If yes, please give details:

OTHER INFORMATION

Language, Religion and Culture
First Language:
Religion:

Culture:

PERMISSION

| give permission to allow for my child to:
|| Have first aid administered to my child should they require it and for White Court School to see medical
assistance if this is required.
| | Take partin individual / group photos for displays.
[ ] For photos to be used for promotion (website, newsletters)
|| Play in the school grounds with supervision.
|| Take part in messy activities.

D | agree that the information provided is correct and any changes will be notified in writing.

D | confirm that | have read and accept the Terms and Conditions for my child to attend the Wrap
Around Care Provision.

Parent/Carer Name:

Parent/Carer Signature:

Date:
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