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Mission Statement 
 

Our club’s aim is to: 
 Provide a happy, safe, warm and stimulating environment for all children to play, learn 

and develop freely. 
 Help children to develop responsibility for themselves and their actions and to become 

competent, confident, independent and co-operative individuals. 
 Encourage children to have a positive attitude and respect both themselves and other 

people. 
 Promote a positive relationship with parent/carers and work in partnership with them to 

provide high quality play and care for their children. 
 Offer inclusive services that are available to all children in the community. 
 Undergo regular monitoring and evaluation of our services to ensure that we meet the 

needs of children and parents/carers. 
 
Our club is committed to meeting the needs of parents/carers by: 
 Listening and responding to their view and concerns. 
 Keeping them informed of our policies and procedures including opening times, fees, 

charges and programmes of activities. 
 Sharing and discussing their child’s progress, achievements, experiences and friendships 

along with any difficulties that may arise. 
 
Our club is committed to providing: 
 Care and services that put the needs and safety of children first. 
 A programme of activities that is interesting, educational, stimulating and fun. 
 Activities that promote each child’s social, physical, moral and intellectual development. 
 Access to a variety of facilities and equipment under safe and supervised conditions. 
 A staff team that is experienced, well trained and properly supported. 
 An environment where no child suffers discrimination in any form.  
 
 
 

Payment of Fees 
All fees must be paid in advance. We regret that should your payment not be received within one 
week of your child’s first scheduled date of attendance, we will issue you with a warning letter ex-
plaining that the position will be withdrawn unless fees are paid immediately. Any costs incurred by 
the school in the collection of fees will be added to the capital debt. 
 
If you are late collecting your child you will incur an additional payment which will be added to your 
account. 
 
Collection 
Children will only be released to named adults unless prior notification has been given in writing. In 
the event that you are unavoidably detained and unable to collect your child(ren) on time, please ad-
vise our staff by telephone (01202 291227 extension 221) as soon as you can. A late collection penal-
ty charge of £4.00 will be applied for every 15 minutes you are late. In accordance with the school ’s 
safeguarding policy, should there be no contact from parents after one hour (7pm), Social Services 
and/or the Police will be contacted. 
 
Cancellation due to sickness/other commitments 
Should you child(ren) be unable to attend the After School Club please inform the After School Club 
Supervisor as soon as you can. Please note all sessions will still be charged. 
 
Amendments to requirements 
Should you need to change the number of days your child normally attends, please speak to one of the 
staff in the school office. All changes will require a months notice. 
 
Illness 
Children with any form of contagious illness will not be admitted. Should a child be taken ill during a 
session, the parent/carer will be informed immediately and will be expected to collect him/her. In 
the event of an accident requiring urgent medical attention, the child will be accompanied to hospital 
by a member of staff and the parent/carer informed immediately. Medication will only be adminis-
tered in accordance with the school’s policy on the administration of medication which is available on 
request. 
 
Complaints procedure 
Any problems should be discussed in the first instance with the After School Club Supervisor who 
will make every effort to address the grievance. Should the problem remain unresolved it should then 
be raised with the Headteacher. If the outcome is still unsatisfactory the school’s complaint proce-
dure should be followed.  
 
 



Child’s Name:……………………………………………………………………………      Child’s Date of Birth:
…………………………………… 
 
Address: ……………………………………………………………………………………………………………………………………………………………………… 
 
Daytime telephone number:…………………………………………………………………………………………………………………………………… 
 
Please indicate Type of use: 
Regular User £6.50 per child, £6.00 if sibling(s) attending 
Occasional User £7.50 Per Child  

 
Please tick as to which day you would like your child to attend: 
 

 
 
Starting from………………………………………………………………………………………………………………………………………………………… 
 
I wish to add my son/daughter to the waiting list for After School Club as indicated above and en-
close a £10.00 registration fee. 
 
I understand that I will be contacted by telephone once a place becomes available and agree to con-
firm my intentions within 2 working days. I understand that should I fail to do so, the place will be 
offered to the next child on the waiting list. 
 
I understand that once I have accepted a place I will become liable for the first months fees, even if 
I subsequently make alternative arrangements for my child or change my requirements. 
 
I understand that the school offers places from the waiting list in order of application, giving priority 
to siblings of those children already attending and providing that neither the maximum number of 
children collected per adult nor the maximum number of children registered for each day is exceed-
ed. I understand that I will be offered the available days I understand that these will then be of-
fered to the next child on the waiting list and my application will remain in the same position on the 
waiting list.  
 
I understand that fees are payable in advance and should be paid in advance by the first date of col-
lection. Should payment not be received one week after the payment date, I understand that my 
place will be revoked. I accept that any costs incurred in the collection of outstanding fees will be my 
responsibility and will be added to the capital debt. 
 
I agree to abide by the rules of the After School Club, as outlined on the attached form. 
 
Signed:…………………………………………………………………………………..          Date: …………………………………………………………….. 
 
Print name:…………………………………………………………………………. 
 
Upon receipt this form is copied to the applicant. The date of application is the date that this form is 
received by the school, as indicated below. 
 
Office Use Only: Date of application………………………………………………………………………………………………….. 
 
From time to time photographs of activities and events are used on the school’s website or other pub-
lications available to the general public. 
 
Permission for my son/daughter’s picture to be included is assumed unless otherwise indicated by a 

cross in this box:   
Terms and Conditions 

 

Monday Tuesday Wednesday Thursday Friday 

 

 
    

Malmesbury Park Primary School 
After School Club Registration Form 

Venue and Opening Times 
 
The After School Club is run from: End of school to 5.45pm. 
 
The After School Club is based in the school hall, although      
occasionally may need to be placed elsewhere in the school due to 
the hall being required for other purposes. 
 
Eligibility 
The After School Club is open to all children from Malmesbury 
Park Primary School.   
 
What the After School Club provides: 
Each session of the club is centred on the children’s group and individual needs with lots of 
opportunities for a wide range of activities. We provide a safe, friendly and enjoyable     
environment with a wide range of games and play/learning equipment. 
 
Detailed policies and procedures are available to  view for parents/carers to see how the  
club is run and this handbook is available for download from the school web-site: 
www.malmesburypark.com   
 
Admissions policy: 
Our After School Club admits children in accordance with its equal opportunities policy. The 
following points will still apply: 
 Children will be admitted on a first come first served basis 
 Availability of spaces on specific days cannot be guaranteed. 
 Special needs will be catered for provided funding is available for those needing one to 

one supervision. 
 When joining the club children will be assigned to a member of staff for their first   

session to help them with settling in. 
 
Activities 
Throughout the week we offer a variety of activities.  
Children have a free choice as to whether they join in a particular organised activity. In  
order to accommodate the range of ages and interests of the children attending the club 
we offer a wide range of activities including: 
 Arts and crafts 
 Dressing up 
 Baking 
 Computer and internet 
 Construction 
 Music 
 Puzzles 
 
As well as taking part in structured activities, the children also have the opportunity to just 
relax with their friends and generally ‘chill’ after a busy day at school. The staff  organise a 
variety of themed events for the children at special times 
of the year, such as Christmas, Chinese New Year, Hallow-
een, etc.  
 
We do go outside- weather permitting— to re- lease energy 
in a range of games including basketball or football.  
 
Staff: 
Staff comprise of After School Supervisor and assistants. 
The After School Club Supervisor reports to the  
Headteacher. 
 



The After School Club Supervisor manages the club, and answering any queries that 
arise. The assistants work as part of a team under the supervisors direction. They 
are responsible for providing safe and creative activities 
to meet all the children’s needs.  
 
All staff have undertaken an enhanced DBS check. 
 
Food and drink: 
Our club is committed to providing healthy, nutritious and 
tasty food for children during our sessions. The supervisor and staff will make every 
effort to ensure that food and drink is safely prepared and sensitive to the dietary, 
religious and cultural requirements of all the children. 
 
When preparing food and drink, staff will take into consideration the hygiene policy 
to ensure that the safety of all staff and children is paramount. All staff who either 
handle or prepare food have a food hygiene certificate and are trained in food    
storage, preparation, cooking and food safety. 
 
No child will ever be forced to eat or drink something against their will and the 
withholding or granting of food or drink will never be used as either punishment or 
reward. 
 
Healthy eating: 
The club recognises the importance of healthy eating and a balanced and nutritious 
diet. As a result we offer a range of snacks and non sugary drinks and make sure 
that fresh water is available at all times. 
 
 
 
Cultural and religious diversity: 
The club and its staff are committed to embracing the cultural and religious         
diversity of the families that use our service. The supervisor and staff will work 
with parents/carers to ensure that any particular dietary requirements are met. The 
club is keen to help introduce children to different religious and cultural festivals 
and events through different types of food and drink.  
 
Sickness and absence: 
We aim to provide a healthy and safe environment for all children. Therefore, we 
cannot accept any child who is unwell or has an infectious disease. Parents/carers 
are asked to keep their children at home if they have an infection, and to inform the 
After School Club Supervisor so that the club can alert other parents/carers and 
make careful observations of any children who seems unwell. 
 
Illness during attendance at the club: 
If your child becomes ill during their attendance at the club, they will be treated 
sympathetically. The club will attempt to notify you immediately of the situation but 
if unsuccessful, will continue to do so at regular intervals. In most circumstances, 
you will be asked to arrange for your child to be taken home. 
 
Medication: 
If a child is on medication the following procedures will be followed: 
 If possible, the child’s parents will administer medicine. If not, then medication 

must be clearly labelled with the child’s name, dosage, date of expiry and any   
administration instructions 

 Written information will be obtained from the parent, giving clear instructions 

Protection of children: 
All staff are expected to comply with the school’s Child Protection policy. 
 

Register: 
The register is taken at the start of the session, and at various points head counts 
are taken. A member of staff keeps the register with them at all times. 
 

Parent/Carer involvement: 
Parents/Carers of enrolled children are invited to visit the club any time.  As we 
are interested in offering the children a wide variety of experiences, we encourage 
the parents/carers to volunteer some time to share a talent, career opportunity, 
play a game etc whenever possible.  

We welcome any comments you might have, whether positive or negative, at any 
time. Comments can be made to the After School Club Supervisor via phone or post. 
If after reporting a complaint you are not satisfied or if you have any further    
queries you should contact the Headteacher.  



about the dosage, administration of the medication etc. Written permission is  
also required for the staff to administer the medicine in accordance with the  
instructions that have been provided by the parent. 

 Medication will not be administered unless it has been prescribed by a doctor. 
 A medication book will be available to log in: 
  Name of child receiving medication 
  Times and dosage that the medication should be administered 
 Date and time when medication is administered.  
 Two members of staff will always be present when medication is given.  
 All medication will be returned to the parent/carer at the end of the day/

session. 
 If the administration of any medicine requires particular technical or medical 

knowledge or skill outside of normal expectation, the member of staff who will be 
administering that medicine will receive appropriate training from a qualified 
health professional before the club agrees to administer it, even if parental/
carer  

      permission is given. 
 
Behaviour Management: 
We believe that children and adults flourish best in an ordered environment in which 
everyone knows what is expected of them and children are free to develop their play 
and learning without fear of being hurt or hindered by anyone else. We aim to work 
towards a situation in which children can develop self-discipline and self-esteem in 
an atmosphere of mutual respect and encouragement. 
 
We follow the school’s behaviour policy. 
 
Children’s After School Club rules 
We want everyone to have fun and require all children to: 
• Be kind, polite and helpful 
• Never fight or tease 
• Follow instructions first time 
• Take care of your own and other people’s belongings 
• Move about safely and quietly 
 Not bring any toy, money, sweets or crisps to the club 
 Help tidy up 
 
Booking and allocation of places: 
Applications to the club must be made in writing on the appropriate form and any 
changes to a booking or application must be made in writing. Bookings will not be ac-
cepted without the correctly completed form. 
 
Payments will be taken on a monthly basis. Payment is expected irrespective of 
whether the child attends or not (i.e. payment will still be expected when the child is 
ill or has an authorised absence from school) 
 
Places will be allocated by the After School Club Supervisor and each will be treated 
on an individual basis, taking into account the application date, number of places  
requested, payment record, etc. Written notification will be given by the After 
School Club Supervisor once a place is allocated.  
 
Waiting list: 
Due to the increased demand for places, we operate a waiting list system. Places are 
allocated in the order that registration forms are received.  
 



Cancellations: 
Temporary cancellations, amendment to bookings and all absences will be charged at 
full fees unless 4 weeks notice is given in writing to the Club in which case the fee 
will be charged at 50%. Absences include holiday, school trips, parent/guardian 
 arranging alternative childcare, etc.  The only exceptions being, residential school 
trips, attendance to school run after school activities when the child does not need 
to attend After School Club and when the club is closed due to in-service days or 
school closure.  
 
Parents will be charged full fees for any absences through sick-
ness. 
 
Termination of place 
One full months notice in writing is required if you no longer wish 
your child to      attend.  Full fees will be charged until the last 
day of notice. 
 
Fees 
The school reserves the right to change fees but undertakes to 
advise parents/carers of registered children of any changes as 
early as possible but undertake to give at least one month’s notice 
for all but exceptional circumstances. 
 
The fees as of 1 September 2016 are: 
 
Regular Users - Regularly attends at least 1  session per week booked 1  month 
in  advance 
 £6.50 (per session or part of) and £6.00 (per session or part of) if both    
siblings attend. 
 
Occasional Users - Pay-as-you-go sessions can be booked occasionally providing your 
child is rwegistered. Sessions need to be booked and paid for by 12pm on the day 
they are requested. Non-payment will result in your child being unable to attend 
 £7.50 (per session or part of) 
 
Emergency Use -  
Sessions can be booked in case of emergency - Payment made within 24 hours of 
child attending 
 £10 (per session or part of) 
 
There is also a £10.00 annual registration fee. 
 
All sessions are to be paid for at the time of booking. The After School Club booking 
form is available on the school website or from the school office. Payment can be 
made via the schools online payment service provider Wisepay or Childcare Vouchers.  
Sessions can only be allocated when the completed booking form showing the Wi-
sepay payment reference number is returned to the school office. 
 
Parents are liable for payment for absences through sickness, cancellations or 
changes as stated in the previous section.  
 
Please note: After School Club payments are made for the PLACE and not on the   
basis of a child’s attendance. Our staff to child ratios, programme supplies,          
activities, and even snacks all need to be planned in advance to ensure the safety and 
enjoyment of each child in our programme.  
 

Financial assistance: 
We recognise the fact that childcare costs are a burden for many families and would 
like to take this opportunity to inform all parents/carers of some steps they can 
take that may considerably ease this burden. As with many government benefits the 
initial process may be a bit time consuming, however, the benefits will outweigh this 
and the savings could be great. We encourage parents/carers to take the steps to 
enquire about these programmes as many parents who think they would not qualify 
find they do. This can enable parents to take on extra hours at work or even       
register for added training or coursework. 
 
Our After School Club qualifies as a childcare programme and therefore there are 2 
main avenues to save on costs: 
 
1. Childcare Vouchers—these are vouchers supplied by your employer pre-tax that 

can be used to pay for childcare fees. There are many voucher schemes and if we 
are currently not registered to accept the scheme your employer uses we can 
register if you speak to the school’s finance officer. 

2. Childcare part of the working tax credit—you may be able to apply for tax    
credits based on income and we encourage you to visit your nearest Job Centre 
or ring the HMRC information line at 0845 300 3900 to enquire or visit 
www.hmrc.gov.uk/tax credits. 

 
Non collection of child: 
Should a child remain uncollected at the end of the session the After School Club 
Supervisor will try to make contact with any of the named contacts as kept on the 
school file. Should the child remain uncollected after one hour after the end of the 
session with no communication from the parent or any other contacts, the After 
School Club Supervisor must contact the Social Services duty desk and ask for 
someone to collect the child. 
 
Late collection of child: 
The club times are from the end of the school day until 5.45pm, please ensure that 
children are collected promptly. Two staff will remain with children when parents/
carers are later, to cover staffing costs a fine of £4.00 per 15 minutes will have to 
be charged.  
 
Children must be collected on time. If for any reason the registered parent/carer 
cannot collect their child they must contact the After School Club Supervisor  as 
soon as possible with the alternative arrangements. An alternative person collecting 
a child must be a responsible adult aged 18 or over and have ID and a letter of    
permission signed by you. Alternatively you can telephone 01202 291277  to let them 
know who will be collecting your child. 
 
 
 
 


