

St Edmund’s Catholic Primary School[image: I:\RM_IS3\word\SCHOOL\Masters\LOGOS\CORRECT Crown.JPG]
[image: cid:c6fc4fc4-2a9b-4418-b3b9-8f1ce4a7aa64]

The Drive  Godalming  Surrey  GU7 1PF
Tel: 01483 414497
info@stedmunds.surrey.sch.uk
www.stedmundsschool.co.uk
Headteacher: Mrs E Higgins


[bookmark: _GoBack]St Ed’s Clubhouse - Before and After School Care 2024/2025
Terms and Conditions


Child Information
It is the parents’/carers’ responsibility to ensure that we have all relevant and up to date information for their children in our care.  Please inform us immediately should any details change whilst your child/children attend Breakfast and After School club.  All contact details and medical information are obtained from Arbor.

Dates/Times
St Ed’s Clubhouse run in term time only from 7.40 am – 8.40 am and 3.15 pm - 6.00 pm. There is no After School Club on the last day of term when the School ends at 2.00 pm.

Arrival – Breakfast Club
The gate is open from 7.40 where parents/carers can drop off their child/children at Breakfast Club.  On arrival a staff member will register your child and a signature will be needed by the parent/carer on hand over. Breakfast is available until 8.15 am.  Staff will dismiss the children at 8.40 am where they will be sent to their relevant classes for registration.

Arrival – After School Club
At the end of the school day the children will go into the map room and are registered by a member of the After School Club staff.  If they are attending ‘another’ school club, they return to us after to be registered for the rest of the session.

Collection – After School Club
Children will need to be collected from the main Reception area.  Please ring the bell and member of the After School Club will answer the door.  Please can you inform us in plenty of time if your child/children are going to be collected by anyone other than a parent/carer stated on Arbor.  Please can you provide us with contact details for this person.  Please email nmillis@stedmunds.surrey.sch.uk with the information.  In the event that someone else should arrive to collect without prior knowledge being given, a member of staff will telephone the parent/carer immediately for confirmation. If we are unable to speak to the parent/carer, the child will not be able to leave until we have.

Late Collection – After School Club
Late pick-ups will be charged at £10.00 for every 10 minutes. This will be for emergency situations only and not to be used as a service.  We will ask you when you call if there is an alternative adult that can be contacted to collect your child/children by 6pm.  Should you be unexpectedly delayed please ring the Clubhouse phone 07512068921 as soon as possible and speak to a member of staff.  Please do not email or text.

Absences
You must inform us if your child is not attending a booked breakfast or after school club session.  Please contact Mrs Millis by email - nmillis@stedmunds.surrey.sch.uk

If you child becomes unwell during the school day and goes home, please ensure we are informed by emailing nmillis@stedmunds.surrey.sch.uk. 

If a child does not attend After School Club without explanation staff will contact the parents/carers. Fees will not be refunded for any absences

Booking and Payment

Book the session/s required via email – nmillis@stedmunds.surrey.sch.uk.  For ongoing permanent bookings these will continue for the whole academic year unless changes need to be made.  For any changes to the booking please email – nmillis@stedmunds.surrey.sch.uk.  The cut-off point for ad hoc bookings is 1pm the working day before, subject to availability. This can be done by emailing nmillis@stedmunds.surrey.sch.uk. 

Fees for Breakfast Club/After School Club must be paid in advance for permanent ongoing bookings.  Ad hoc bookings must be paid as soon as the fees have been applied to Arbor.  This can be done by the following:-
· Via Arbor with debit/credit card, ApplePay or Google Pay.
· Via childcare vouchers/government childcare payment scheme – set up payment with you scheme and send over in your usual way.  This payment will be topped up on you Arbor account once notification has been received by your childcare provider.

Cancellation of a permanent booking will need a minimum written notice period of 2 weeks before the end of current half term. Failure to give adequate notice will result in fees being payable regardless of whether or not your child attends the club.

Fees and Charges
The cost of Breakfast Club is £7 per session and After School Club is £15.

Medicine/Medical conditions
It is your responsibility to ensure that the club staff is aware of and kept up to date with any medical conditions which your child may have.  Should your child require regular or ad hoc medication, please complete a medical form and return to the school office and all information will be passed on to the St Ed’s Clubhouse.  
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