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ORCHARD WAY PRIMARY SCHOOL 

 

 

Breakfast and After School Care 

 

We operate Monday to Friday term time only 

Breakfast Club: 7.30 am – 8.30 am (Breakfast finishes at 8.15 am) 

After School Club: 3.10 pm - 6.00 pm 
 

 

We are located in the school dining hall and the children have access to the school hall and 
outside play areas. 
 

In the morning, our breakfast club staff take the Key Stage 1 Breakfast Club children safely to 

their classrooms where their teachers are waiting; Key Stage Two children make their own way 
to class. In the afternoon school staff will be ready to receive children into after school care at the 

end of each day; Reception to Year 2 will be escorted by staff member.   
 

 

Our Aims 
 

We aim to provide a safe, secure and relaxed environment, offering a range of activities to reflect 

the interests of the children in our care. It is important that the children feel relaxed, content and 
happy both before and after school.  

 

What We Provide 

 

Health and wellbeing are an important part of our service. We provide healthy snacks at every 
session and encourage health and wellbeing awareness and physical activities. 
 

The food we provide at after school care is not intended as a substitute for a main evening meal. 

We promote independence by encouraging the children to help to prepare their own snacks and 
to clear away after themselves. In addition, we have fruit and salad available every day, 
 

All the food we supply is ordered from Tesco.  

 

Staffing 
 

Our staff have been are recruited in line with safer recruitment procedures and have enhanced 
DBS checks. We are committed to safeguarding and regularly review and update our 
safeguarding policy and procedures. 
 

The staff members have significant experience of working with children and undertake 
professional development training. We maintain a staff/child ratio which is in line with Ofsted 
guidelines and ensures the safety of the children in our setting.  
  
  



Terms and conditions 

 

Policies and Procedures 
 

The school has clearly defined policies and procedures and are followed by breakfast and after 
school care.  

 

Bookings and Admission 
 

Admission to breakfast and after school care is organised by the school office team and we use 
a waiting list system when the need arises. The waiting list will be operated on a first-come-first-
served basis, with the exception of siblings who will have priority for the same day a sibling already 
attends. 
 

Please note that the admissions process usually takes one week from the time the registration 
form is received until the child is able to use the service. 
 

We require a completed set of registration forms for your child before they can attend the club. 
This includes any supporting documentation such as additional needs or health management 
forms. This information will be treated in strict confidence and will be stored appropriately. 
 

Once the school office has confirmed your place, the booking will be uploaded to Arbor and you 
will need to make payment before your child attends their first session at the club. Sessions cannot 
be booked without being registered first and without payment being made. 
 

Re-registration for September is not required at the end of the summer term.  
 

 

Changes to Days and Cancelling Your Place 
 

You must give at least 24 hour notice of termination or changes in attendance, including adding 
additional days. If you need to change the days that your child attends, please contact the school 

office and notify them in writing. We try to accommodate such changes wherever possible. Please 
do not use the service on any additional days until you are notified in writing by the school it has 
been possible to accommodate your request. 
 

Casual users must book and pay a minimum of 24 hours in advance. These bookings are made 
via the school office, once confirmed it will be uploaded to Arbor and must be paid for at the time 

of booking. If you have booked a casual space and want to change this at a later date we require 
a further 24 hours’ notice to do so.  

 

Temporary changes 
 

Please remember that we need to know if your child will not be attending the club for any reason.  
 

If you know in advance of any days when your child will not be attending during the following 
week, please try to let the office know as soon as possible but the minimum 24 hours in advance. 
In cases of illness or emergency when notice cannot be given, please call as soon as possible. 
 

  



Payment and Fees: Autumn Term 2026 
 

 

 Booking Option  Breakfast Club   After School Club  
 

   Autumn Term 2026   Autumn Term 2026  
 

        
 

 Permanent Member       
 

 A regular member with an annual £6.00  £13.00  
 

 subscription paying in advance       
 

 

3:10pm – 4:15pm  
Early pick up fee in line with club finish  
time N/A  £6.00  

 

        
 

 Casual Member       
 

 A non regular member booking on an ad- £6.00  £13.00  
 

 hoc basis in advance       
 

 Emergency Booking Service 
£12.00 

 
£22.00 

 
 

 
A same day booking/less than 24 hours 

  
 

       
 

 Late collection fees       
 

 

Parents and carers will be charged for each 
15 minutes that they are late to collect their 
child.   

N/A  £15.00 every 15 minutes 

   

 

Fees are payable half-termly in advance by the first day of each term via Arbor or childcare 
vouchers. When you make a payment by childcare vouchers, please can you advise us by 
emailing officeowps@iniciotrust.org your child's name, payment date, payment amount and 
childcare voucher provider. Please note: if the sum paid is for both before and after school 
clubs, please advise how much you would like allocated to each club. The school cannot offer 
payment by cash, cheque or direct debit. 

 
 

The price per session per child applies to all children. We do not charge for bank holidays and 
professional training days. 

 

If you have a query or experience difficulty paying the fees, please speak in confidence to Mrs 
O’Brien or Mrs Trelford.  
 

 

Arrivals and departures 
 
 

A register is taken when children arrive in our care and your child must be signed out of the club 
each day when you collect them. 
 

We expect that your child will normally be collected by the people you have named on the 
registration form. If you need a different person to collect your child on a particular day, you must 
notify us in advance. We will not release your child into the care of a person unknown to us without 
your authorisation.  
 

The club finishes at 6.00 pm. If you are delayed for any reason please telephone the school to let 
us know. A late payment fee of £15.00 per 15 minutes will be charged if you collect your child 
after the club has closed. You will be charged a late fee once 6.00 pm passes. 

mailto:officeowps@iniciotrust.


If your child remains uncollected after 6.30 pm, you have not warned us that you will be delayed, 
and we have been unable to reach you or any of your child’s emergency contacts, we will follow 
our Late Collection Policy and contact the Social Care team. 

 

Child protection 
 
The club follows the school’s Safeguarding Policy. 
 
 

Behaviour Management 
 
We recognise that our pupils bring with them a wide variety of behaviours influenced by life 
experiences outside school. We aim to respond to each case professionally, objectively and 
compassionately. We are sensitive when working with children and families with specific needs 
and experiences and we continuously seek ways to promote successful partnerships. The basis 
of differentiation will vary dependent on the needs of each case but we will take into account the 
views of parents, staff and external agencies together with any statement of special educational 
need or Education, Health and Care Plan. We will also ensure compliance with the school’s 
Equality Policy taking into account pupils with protected characteristics and making reasonable 
adjustments for pupils with a disability within the meaning of the Equality Act 2010. 
 
After school care follows the School’s Behaviour Policy. 
  
We will not tolerate anti-social or harmful behaviour. We have behaviour management 
strategies in place to encourage and promote positive behaviour and, in the event that a child’s 
behaviour is identified as a risk to themselves or other children, we may need to discuss the 
appropriateness of the child’s continued attendance as per the school’s Behaviour Management 
Policy. 
 

Illness & Accidents 
 

We are unable to care for children who are unwell. If your child becomes unwell whilst at the club 
we will contact you and you must make arrangements for them to be collected. 
 

Please inform the team of any infectious illness your child contracts. If your child has had sickness 
or diarrhoea please do not send them to the club for 48 hours after the illness has ceased. See 
our school’s Illness Policy for more details. 
 

Every precaution is taken to ensure the safety of the children at all times and the club is fully 
insured. Our staff are trained in first aid and a first aid kit is kept on the premises. If your child has 
an accident whilst in our care, you will be informed when you collect your child.  

 
Medication 
 

Please let the team know if your child is taking prescribed medicine. If your child needs to take 
medicine whilst at the club you will need to complete a Permission to Administer Medication form 
in advance. See our Administering Medication Policy for more details. 
 

 


