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PARENTAL INFORMATION PACK

DINNINGTON OUT OF SCHOOL CLUB

At
Dinnington First School
Sycamore Avenue, Dinnington
Newcastle upon Tyne, NE13 7JY
Tel: 01661 822457
admin@dinnington.newcastle.sch.uk

Opening Hours:
Term Time
7.40am – 9.00am
3.00pm – 5.45pm
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INTRODUCTION

“We aim to provide quality, affordable childcare in a safe, secure and friendly environment in order to make parents’ busy lives easier.” 
Dinnington Out of School Club is an OFSTED registered childcare facility for children aged between 3 and 14 years. Childcare is available before and after school during term time for up to 16 children per session. 
As well as children that attend Dinnington First School, we also welcome children from other schools in the area. For example: when returning to the village from middle school at the end of the school day, on the school bus. 
Dinnington Out of School Club offers equal play opportunities regardless of age, disability and special educational needs, within the limitations that Out of School Club can offer. Changes have been made in line with the requirements of the Disability Discrimination Act (DDA). 
The club is situated within Dinnington First School and has the use of the community room, the school hall, outside grounds and boys and girls toilets. 
The club is a not-for-profit organisation that is currently managed by a voluntary Committee. All costs are met from fee income, including staff wages. The club can only operate if enough money is generated to meet the expenses. 
In September the management of the club will become the responsibility of the schools governing body.
As a parent, the club can benefit you by knowing that your child is safe and having fun before or after school, allowing you to get to work early or do some extra little jobs without the stress of trying to get to school for pick up 3pm. 
The children can also benefit in a number of ways by gaining social awareness, mixing with children of a different age group, learning to share, practising good hygiene and manners.  








STAFFING

In accordance with OFSTED we maintain a ratio of 1:8 (one play worker to eight children), with a minimum of two staff in place at all times. 
The club is run on a day to day basis by two regular members of staff who are currently employed on behalf of the Management Committee and are highly experienced. We also employ three regular supply staff members to cover annual leave or illness. 

Senior Play Worker
To be appointed

Play Work Assistant: Mrs Vanessa Harris 
 
In accordance with OFSTED requirements, Mrs Harris has the following qualifications: 
 
NCFE level 2 supporting teaching and learning in schools 
Paediatric First Aid Level 3               Food Hygiene Level 2 in Catering Equality and Diversity                      Safeguarding Children 
 
Supply Staff: Ms M Brooks, Mrs C Clayton and Mrs C Whitaker 

All staff have undergone DBS (Disclosure and Barring Service) checks and received clearance.  
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REGISTRATION
Before using the facility you must first complete a registration form. Registration forms can be collected in person from the school office. If you cannot get in to collect a form, we can arrange for a registration form to be put into your child’s bag to bring home. 
If your contact details change at any time, please inform a member of staff so that we can ensure the details we hold are accurate, in particular emergency contact numbers. 
How do I book a place? 
You can use the Out of School Club as little or often as you like – every day, once a week or just the odd occasion. We send booking forms out on a monthly basis for you to complete with your requirements. Payment must be made in advance and enclosed with your booking form, in order to secure your place. 
What happens at the club?  
In the mornings, bring your child to the Out of School Club. Press the buzzer, and a member of staff will arrive to open the door for you. All children need to be ‘signed in’ on the daily register. At school registration time, your child will be taken to their classroom by a member of the Out of School Club staff and handed over to their teacher.   
In the afternoons, your child will be collected from their classroom by a member of staff and taken along to the Out of School Club room. Children will be offered a snack and a drink, unless we have been advised otherwise. A wide range of varied activities will be on offer each evening .Upon collection, please press the buzzer and await a member of staff. All children must be ‘signed out’ on the daily register.  












SESSION TIMES AND CHARGES (CURRENT SUBJECT TO CHANGE)
Morning Care 
7.40am – 9.00am (or part)  	£5.20 (including breakfast)
Afternoon Care
3.00pm – 4.30pm (or part)		£6.70/ 2nd child £5.36 (including free snack)
4.30pm – 5.45pm (or part)		£5.20 / 2nd child £4.16
3.00pm – 5.45pm (Full night)	£11.50 / 2nd child £9.20 (including free snack)
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BOOKING TERMS AND CONDITIONS
1. Please submit your booking form by the specified date, in order to secure your child’s place. Payment for bookings should be made in advance. 
2. Additional sessions can be booked at short notice in emergencies, subject to availability. Late bookings can be made by contacting the school office either in person or by calling school. Payment for these additional sessions must be made in advance, where possible, or at the time of collection from the additional session. 
3. If your childcare requirements change after submitting your booking form, you can swap days, providing these fall within the same calendar month (up to a maximum of 2 sessions). There will not be a refund or credit for any unused paid sessions at the end of the month. 
4. If you would like to use Out of School Club following an after school activity or club that finishes at 3.45pm, the full session cost will be chargeable. Your child will still receive the free drink & snack. 
5. During the morning session and the first afternoon session a free drink and snack is provided. Please advise staff  if you would NOT like your child to receive this. There will be no reduction in session cost. 
6. [bookmark: _GoBack]For late pick-ups, there is a charge of £2.50 for every 5 minutes after 5.45pm. Please inform OSC of your late arrival, if possible. In extreme circumstances it may be possible to waive this late charge, at the discretion of the Governing Body. Persistent late collection of children from the club may result in exclusion from use of the facility. 
7. If your child is absent due to illness for up to 1 week, there will be no refund or credit. If the period of illness is longer than 1 week, any credit offered will be at the discretion of the Management Committee. 
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CHILDCARE VOUCHERS
As well as cash or cheque, we accept payment for Out of School Care using salary sacrifice Childcare Vouchers. 
Many employers now offer a Childcare Voucher scheme where you can choose to receive part of your salary in vouchers rather than cash. These vouchers are deducted from your gross pay before calculating Tax and NI contributions therefore resulting in a saving to you. 
Certain conditions apply, but for most people, joining a scheme is beneficial to them, especially if you have regular childcare costs.      
For further information on Childcare Vouchers and how you might benefit, please download Leaflet IR115 ‘Paying for Childcare’ from the HMRC website, by entering the following link: http://www.hmrc.gov.uk/leaflets/ir115.pdf 
Alternatively, your Employer’s HR department should be able to provide you with additional information and confirm whether or not they have a scheme in place. 
Dinnington Out of School Club already accepts vouchers from a number of providers and can easily register with new voucher providers if required.  
SPECIAL OFFERS 
From time to time we may have special offers in place e.g. book 5 sessions get one free.  One free taster session
Please ask a member of staff for details of any current offers that are in place. 












SNACK MENU
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Morning Session[image: C:\Program Files\Microsoft Office\MEDIA\CAGCAT10\j0199283.wmf]

(snacks served up until 8.20am)
Drink : Milk or water
Breakfast : Toast/muffins/crumpets and fruit
Afternoon Session
(snacks served up until 4.00pm)
Drink : Milk, water or squash
Snack : A choice of one of the following :
Cheese and crackers
Toast
Sandwich
Wrap
Bagel
Filling (ham/cheese/jam/marmite/tuna)
Fruit
Selection of fresh salad vegetables
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ACTIVITIES PROVIDED
We aim to provide a fun, safe environment for children to unwind, relax and play before and after school.  We offer a variety of inclusive activities which are tailored to meet the individual needs of each child in our care. 
Staff encourage children to be independent, confident, communicate effectively, explore and investigate. The staff support and interact with all children. 
Weekly activity plans are prepared.  The children are able to choose what they want to do and do not have to participate in any activity.  See below for examples of some of the activities we have on offer: [image: C:\Users\12025\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\QYAK1HS3\duplo-blocks2-8x6[1].jpg]

Arts and crafts

Construction

Playmobil and Duplo
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Android tablets

DVDs (U cert or PG with staff guidance)

Jigsaws & board games

Playstation (Age appropriate games)

Access to the hall and outdoor area (weather permitting)
HEALTH AND SAFETY
Every effort will be taken to ensure your child’s safety at Dinnington Out of School Club. However, accidents can happen, so all parents are required to sign a consent form to cover emergency medical treatment. If your child becomes ill or is involved in an accident, you will be contacted as soon as possible. [image: C:\Users\12025\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\4Q0CM714\firstaidkit4c[1].gif]








As with school, we ask that children suffering from sickness must be kept off for 48 hours after their last bout of sickness. In addition, children suffering from infectious diseases such as chicken pox or impetigo must not attend the club until the infectious period is over, as advised by your GP. 

Good hygiene practice will be encouraged at all times within the club, including washing hands before eating and food preparation. [image: C:\Users\12025\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\KGPZLOVZ\SChandwashing-main_Full[1].jpg]


The club operates a no-drug and no-smoking policy on the school premises, which complies with Health and Safety regulations.  

POLICIES AND PROCEDURES
All policies and procedures are held in a file within the Out of School Club and are available for users to read at any time. See below for our policy for uncollected children and our Safeguarding policy: 
The staff recognise that there are occasions when breakdowns and emergencies will cause children to be collected late and will do all within their power to allow for this and minimise the children’s distress. However, on some occasions it may not be possible to stay on the premises with the child. 
Parents/carers will be asked to name an individual who may be contacted in the event of a child who is uncollected (this is in addition to the emergency contact in the event of sickness or accident). If the child is uncollected 30 minutes after the official closing time, the contact will be notified and asked to collect the child. 
If the child has been placed by Social Services, the family social worker will be informed. 
Should children attending the club remain uncollected after unsuccessful contact with either the parents/carers or other named contacts on the Registration form due to unforeseen circumstances, the Duty Officer at the Area Social Services Department must be notified as instructed by OFSTED.  
Safeguarding Policy
The Club has adopted the School Safeguarding Policy which follows the National and Newcastle Children’s Safeguarding and Compliance Section, with the addition that whilst children are attending the club, any reporting of suspected child abuse would be initially reported to the Duty Officer at the Area Social Services Department. 







SUGGESTIONS AND COMPLAINTS
As a user of Dinnington Out of School Club you have the right to make comments, suggestions or complaints about the way in which the service is run or about the way your child is treated.  
All user feedback good or bad can be used to enhance the overall standard of provision. 
We hope that most problems can be sorted out informally between yourself and the staff. If this is not possible, you should put your complaint in writing to Mrs Allyson Farrar, Headteacher. All written complaints will be investigated thoroughly and replied to within 7 working days. 
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