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Information for Parents and Carers

[image: image4.wmf][image: image5.wmf]Welcome to the Sunflower Club. We aim to provide safe and stimulating play, whilst encouraging fair play within a sharing and caring environment.  The Club is available for children attending Recreation Road Infant School.  

Our opening times are as follows: 
We are open daily throughout the Recreation Road Infant School term.
Before School Club   8 a.m. to 8.50 a.m.

We have places for up to 24 children in each session.  Children can arrive anytime after 8 a.m. and will be escorted to their classrooms at 8.50 a.m. Please use the hall door when bringing your child in to Breakfast Club.  A healthy breakfast is offered from 8 a.m. to 8.30 a.m. This will include choice of cereal, toast and spreads, fresh fruit and fruit juice.
After School Club   3 p.m. to 6 p.m.

We have places for up to 50 children in each session.  Children are collected from their classroom and brought to the club.  On arrival they are offered a drink, fruit and biscuit and then we all sit together for registration. Parents must ring the hall door ball when collecting their child.

Admissions Policy

We are a fully inclusive club open to ALL children.   Should your child have any additional or special needs please record these on the registration form and speak to the Manager to ensure your child can be appropriately welcomed into the club.

Booking

A completed registration form is required for each child attending the Club.  As places at the Club are allocated on a strictly ‘first come first served’ basis, if you accept the offer of a place for your child this will book your child’s place for the duration of their time at the school.  Should you wish to change or cancel your booking we require 4 week’s notice in writing.  

[image: image6.wmf]We are happy to accept short notice/same day bookings when we have places available.  Please contact the Manager on 07950 471612.  We cannot, however, guarantee the availability of a place.

Cancellations and Sickness
Please do contact us (by text is good) if your child will  be absent through sickness or any other reason, as we are concerned when a child booked does not show up, and results in us checking with the class teacher to try and find your child.  As you can imagine this takes time and causes worry  for the staff and disruption for the other children.

Should you wish to cancel your child's place at club we will require four weeks notice in writing.  Fees will be due for this period regardless of attendance.
Location of the After School Club

The Club sessions are usually held in the main hall; we also use corridor space, and a classroom for story time and quiet activities. 

We are also registered to use other classroom facilities and if we are required to change rooms, notices will be displayed.  
 Children are collected from their classrooms by a member of our staff.  They will need to carry their coats and bags to the main corridor and use the pegs there.  

The Club has access to the school playing fields and adventure play equipment; children are always supervised by at least two members of staff from the Club during outside play (a ratio of 1 adult to 6 (8) children).  Appropriate footwear is required before children are allowed on the adventure playground.
All children are required to wear a coloured band when playing outside to help our easy identification of them.
For health and safety reasons children cannot play with other (non Club attending) children or other users of the school playing fields whilst they are in our care.
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Going Home

You need to ring the hall entrance doorbell and wait for a member of staff to let you in to the school building.  It is important that parents/carers sign out their child on the daily register/collection sheet when children are collected.

We will challenge any person who comes to collect your child that you have not named on the registration form.  Should you wish to change/add/delete a person’s name to the list of who can collect your child/ren, please notify a senior member of staff.
Please ask a member of staff to let you out of the door when leaving this ensures the building remains secure for all children.

As we have to vacate the school hall shortly after 6 p.m., please collect your child by 6 p.m. at the latest.  In the event of a delay in collecting your child please notify us as soon as possible.

Behaviour
We follow the school rules with regard to behaviour to ensure consistency for the children at club.  We expect good behaviour from staff and children and respect for others. We use various techniques to encourage good behaviour including praise, rewards such as stickers and certificates.  We use distraction techniques and discussion for unacceptable behaviour.  We do not tolerate bullying or name calling.  Children are encouraged to agree together and write an annual Sunflower Club Rule Book.
Staffing
The Sunflower Club is managed by a qualified Manager and Deputy Manager, who are assisted by playworkers and assistant playworkers.  All staff will either hold a childcare qualification or have previous childcare experience.  All staff are required to undertake Criminal Records Bureau checks, and prior to commencement of employment all staff have to supply two written references.  
The staff aim to provide care and promote opportunities for child centred play following guidelines and standards which are set by OFSTED.  
Staff are encouraged to undertake ongoing training as appropriate and we aim that at least half the staff hold a first aid qualification.  

To help with identification all staff wear the same coloured tops, name badges and their photo and names are displayed on the notice board.
We work in conjunction with the school and the Early Years Foundation Stage which means that all children in reception (aged 4-5) will be assigned a Key worker in a member of the Sunflower team. Their role will be to ensure your child is happy at Sunflower Club and to work alongside any key goals from school or home, in order for your child to develop and achieve at Club. Regular feedback will be given about your child’s time at sunflower club and their achievements. We welcome any comments from parents. We will aim to ensure the transition from school to club is smooth and that your child feels secure and content with us. For further information please contact the Manager or Deputy Manager. 
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Snack Food

Our snack food aims to be multi-cultural and offer a healthy balanc[image: image8.wmf][image: image9.wmf][image: image10.wmf][image: image11.wmf]e.  On arrival at the Club at 3 p.m. the children are offered a drink and a biscuit and pieces of fruit.    From 4.00 p.m. to 5.15pm children are offered a light healthy snack such as toast, pitta bread, nan bread, pasta or noodles and a selection of fruit and vegetables. The children have tea in small groups.  Children are encouraged to help with the food selection and can go with staff to purchase food from the local shops*.  

* You will be asked to tick a box on the registration form confirming your child can walk to the local shops with an adult.
We do not claim to offer your child their evening meal, merely a healthy snack to keep them going until they go home.   Children have the choice whether to have snack tea or not (although all are encouraged to do so, please inform a senior member of staff if you would like to ensure you child has a snack tea, or has their tea early).
Please speak to the Manager should your child have any special dietary requirement as we are unable to cater specifically for individual diets.  Should your child be on a restrictive diet you may be asked to supply your child’s snack food.   

On display each day is a menu showing the food available for the children to select from.  We aim for a relaxed and friendly atmosphere seated round tables. 
Indoor Activities at the Club

Our programme of planned activities places emphasis on providing safe & fair play & aims to be creative, stimulating & varied within a relaxed friendly atmosphere.  Each child is encouraged to make choices in their play activities in order to promote self-confidence, independence and self-esteem. Children are encouraged to take part  in the planning of our activities and topic themes.  Our weekly programme of activities may include:
· Art using various mediums and exploring cultural diversity

· Crafts using a wide variety of textures, materials and opportunities

· Dressing up clothes to facilitate imaginative play


· Construction toys, Board games
· Music/dance/drama and songs


· Sand and water play both indoors and outdoors
· Home Corner

· Fantasy play toys

*Please note: All craft materials (ie glue/paints) are child friendly & aprons are provided, however we cannot guarantee that your child & his/ hers clothes will remain clean!  As with the school’s recommendations we suggest your child does not wear their best clothes to school or club.
TV/Videos and Laptop Use
We do offer a quiet room (School classroom) for relaxing with TV/videos and laptops as we recognise for some children the school day is long and they need the opportunity to rest and relax.

All our videos are child rated.  We monitor the length of time your child has access to these facilities, usually 10-20 minutes for the laptops and 40 minutes maximum for the TV/video.  Please ensure you state your requirements about TV and Laptop use on the registration form.  As a general rule we do not offer the Laptops to children in Reception Classes. 
Tidy Up Time

All children (and staff) are expected to participate in tidy up time at the end of each session. This encourages team work and promotes the children’s independence and everyday life skills. 

StoryTime

[image: image12.wmf][image: image13.wmf]All children are encouraged to take part in a story time each evening to wind down after tidy up time. We offer a wide range of books, following the different topic themes and interests of the children.  
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Outdoor Play at the Club
We have a varied range of outdoor play equipment & children are en-couraged to gain fresh air & exercise at every opportunity, as we recognise the importance of being outdoors to their growth & develop- ment.    We try to offer children outdoor play every day for at least 20 minutes.  After this time children will then often have the choice between playing indoors or outdoors, providing the weather conditions are appropriate. Our staff to child ratio aims to be 1:6 during all outdoor play.  Outdoor play will include bat and ball games, team games, hoola hoops, skipping, field sports and use of the Recreation Road Adventure Playground.  
On the Adventure Playground children must wear suitable footwear (ie no flip flops or crocs) and cannot play chasing games whilst on the adventure playground.

[image: image15.wmf][image: image16.wmf][image: image17.wmf]The outdoor play area is checked regularly by staff to ensure the safety of the area.  Children are asked to wear colour bands & remain where they can be seen by an adult at all times.  

Policies and Procedures

The Club is registered with and approved by OFSTED, who carry out an inspection approximately every 2/3years. Our last rating was “good”.  OFSTED approves the Club’s Policies, Procedures & Guidelines Folder. 
Details of our Policies are available on our website, or please ask the Manager for a paper copy. 

Equal Opportunities

We are committed to taking positive and proactive steps to ensure that we provide a safe, caring and welcoming environment, which promotes and reflects cultural and social diversity and is equally accessible to all. We aim to achieve an environment free from discrimination and will endeavour to challenge both direct and indirect discrimination in our decision making, employment practices and service provision. We aim to treat all children and their families with equal concern and value.

Child Protection Policy

In accordance with the Children Act 1989, & 2006 and the Protection of Children Act 1999, we have a responsibility for promoting and safeguarding the welfare of children.  Our policy outlines our role and the procedures and guidelines we will use with the aim of protecting all children in our care from harm.   Where necessary we will liaise with local and national child protection agencies and be led by local policies, guidelines and procedures.  All senior staff will receive regular child protection training.
[image: image18.wmf]Accident and Medical consent forms

Should your child have an accident ie fall or bump whilst at club, trained first aid staff will offer appropriate treatment and complete an accident report form.  You will be asked to read this and sign this form so we know you have been informed.  

[image: image19.wmf]We will not administer any medication (except in an emergency) without your prior written consent.  You will first be asked to complete a medical consent form before we can give prescribed inhalers or other prescribed medicine.
Sun Protection Policy

We recognise the dangers posed to children by over exposure to sun.  In hot weather parents are encouraged to provide sunscreen for their children, and to provide a sun hat.  In hot weather staff will encourage children to drink water frequently and stay in shady areas during the midday/afternoon heat. During the sunny summer months Sunflower Club staff will apply at least Factor 30 sunscreen to your child.  Please provide a labelled bottle of sun protection if your child has sensitive skin or a skin condition.  
How to make a complaint

If you are concerned about any aspect of  the club, please speak to Tina 

Anderson, Manager or a member of the Management Committee in the 

first instance. To contact Ofsted Early Years, the address is: Building C, 

Cumberland Place, Park Row, Nottingham, NG1 6HJ or 

Tel: 0845 601 4772.  The club holds a parent's comments and complaints 

file and you are welcome to look at this.
Payment

At the beginning of each half term we will provide you with an invoice for the coming half term.  Payment is required within 10 days of the start of the term.  Please make cheques payable to Sunflower After School Club.  You may prefer to pay for your child’s place weekly or by BACS.  We also accept child care vouchers.  Parents will be expected to pay for all booked sessions regardless of attendance.  The Management Committee will, however, use their discretion regarding payment for sessions during periods of long term ill health / sickness.  Non-payment of fees will jeopardise your child’s place at club.

Fees from January 2012
Before School Club
£3.20 per child per session

After School Club
£7.30 per child per session

Holidays and Inset Days

We will offer a Holiday Playscheme during many of the school holidays and teacher training days provided  there is sufficient demand.  However to ensure after school club staff do get an annual holiday, we cannot open for all school holidays.  However, to help you plan your holidays we will let you know at the beginning of each year the dates we will provide a playscheme.

Our opening times during the school holidays and teacher training days are normally 8 a.m. to 6 p.m.

The fees when paid in advance are:

Full day cost
£20.00 per child per day
Half day cost
£10.50 per child per half day
Late payment and late booking fees:

Full day cost
£22.00 per child per day
         Half day cost
£11.50 per child per half day
Childcare Tax Credit

You may be entitled to Working Families tax credit, which could cover 

A percentage of weekly child care costs.  If you are a lone parent working at least 16 hours a week you may also be entitled to tax credit.  Please phone 0845 300 3941 (or log on to www.hmrc.gov.uk/childcare).
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 Commitment to parents/carers
We value our relationship with parents and are committed to working in partnership with you to provide high quality play and care for your child.  When you child commences at Club you will be asked to complete a Contract with Sunflower Club.
We aim to:

· Welcome you at all times to discuss our work, have a chat or take part in our activities

· Keep you informed about our opening times, fees and programme of activities through regular newsletters

· Be consistent and reliable to enable you to plan for your child’s out-of-school care with confidence and peace of mind.

· Share and discuss your child’s achievements, experiences and friendships.

· Invite you to our committee meetings to enable you to be involved in decisions about the running of the Club.

· Ask your permission for outings and special events.

· Listen to your views and concerns to ensure that we continue to meet your needs.
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 The Management Committee

The Sunflower After School Club functions as a registered charity.  Although the Club operates within Recreation Road Infant School it is a totally independent organisation which is managed by a Management Committee.  The Management Committee, made up of a minimum of 4 parents whose children attend the Club, are recognised by Ofsted as the Registered Person(s) and are involved in 4 main areas of Sunflower Club.  These are: (1) managing the Sunflower Club (2) finance of the Sunflower Club (3) policies of the Sunflower Club and (4) quality of the provision.   We are reliant on the support of all the parents whose children attend.

The committee meets half-termly with the Club Manager and Deputy.
If you have any skills that you feel you can offer to the Club we would like to hear from you.  

The club holds full public and employer liability insurance so that all staff 

and children are insured against accident or injury.

The Club is a member of 4 Children - a national scheme for After School 

Clubs.  In 2011  the Club achieved the green (good) rating under the Norfolk County Council Excellence in Childcare Quality Assurance 

[image: image21.wmf][image: image22.wmf]Scheme.  The Club is registered with Ofsted, our last inspection in June 2009 was graded "GOOD" with some outstanding areas particularly with regard to safety issues.
Our aims:

· To provide a happy, welcoming place  where all children are valued

· To help children be healthy

· To have strong partnerships with parents

· To encourage and extend all areas of the children’s development through their play

· To ensure the safety and welfare of each child

· To offer a varied and stimulating range of play opportunities

Further Information

If you require any further information about our Club please call in to speak to the Manager or Deputy Manager who will be happy to talk to you.

Please contact the Manager, Tina Anderson on 07950 471612 

or email sunflowerclubnorwich@gmail.com
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Should you wish to contact the Management Committee please email them on sunflowercommittee@googlemail.com
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We play fair,


we share, we care
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