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After School Club Policy 2026
Through our After School Club we intend to: 

· Provide opportunities for fun, enjoyment and learning through a range of activities. 

· Encourage children to develop friendships between age groups and work together      cooperatively. 

At Kaleidoscope Childcare, we believe that play is essential for children’s development. At the After school club, we consider that self-directed play is of utmost importance. It promotes children’s confidence, enables them to work co-operatively with others and make friends, encourages them to use their initiative, their imagination and develop problem solving skills. All of these are life-skills for the future.
In order to make the environment stimulating and interesting, After school club staff will set up the room and /or outdoor space with a range of activities before the children arrive subject to the weather being safe to do so. We will use our knowledge of the children to ensure that equipment is suitable for those who will be present that day. However, during their time at the club, children may lead the play in their own way and can request different equipment at any time. Staff will facilitate children’s play by providing spaces, equipment and resources according to children’s needs and preferences. They will offer a mix of adult led activities and support and extend play opportunities throughout the session. 
Because children learn by taking risks, we allow children to set themselves challenges and we will support them to ensure that these are achievable. We will talk to the children about acceptable risk and how to minimise risk and about following the club rules. Children will be supervised throughout and no child will ever be left unsupervised at the club.

Staff will observe the children to gather information about children’s development levels and their needs and preferences. This information will be used in planning activities that will be appropriate and interesting for the children. We will also reflect on our practice, evaluating the effectiveness of our activities. Questionnaires will be sent out a minimum of once a year to allow us to reflect on the effectiveness of the club. Changes will be made as appropriate to make it more effective in the future. 
We will modify activities to suit all age ranges and abilities so that children can achieve success in what they choose to do. Younger children will have an older ‘buddy’ or be given staff support during adult-led activities such as cooking or during more challenging activities so that all can participate fully and safely.

Staff will ask children each session if they have homework that they would like to do and support them as appropriate. An area will be provided and we will endeavour to provide resources such as books and internet resources to help. 
We follow the ‘Playwork Principles’ which state that ‘for playworkers, the play process takes precedence and playworkers act as advocates for play when engaging with adult led agendas’.

It is part of the ethos of the club that children respect one another and behave in a caring manner toward others. With support from staff, children decide on the setting’s rules to ensure that this is maintained. Children then have a clear understanding of the rules and feel some ownership of the club. Inevitably, however, there will be confrontation between children. At such times, children will be allowed to try to sort out confrontation for themselves as this is an important skill. However, staff will observe closely and will intervene if there is a risk of the confrontation becoming damaging to a child’s self-esteem or aggressive. Discriminatory and abusive language or behaviour will be challenged. 
Hours 

After School Club runs during term time Mon-Fri, between 3pm and closing at 5:20pm.  . 

· All spaces are subject to availability based on ratios. 
· Places are allocated on a first come first serve basis. 
· Children can be collected at any time during the hours the club runs.  
· The club is open to children from 2 years old through to 11 (the end of Year 6).  
· Reception & KS1 children will be escorted to the club at the end of the school day. 
· KS2 children will make their own way to the club at the end of the school day, unless there is a need for an adult to accompany them. 

Admission, booking procedures and payment of fees 

· Club enrolment forms, must be completed prior to a child starting at the club.  
· Emergency contacts and password must be given before a child can attend the club. 
· To ensure a place the required day(s) must be reserved and paid for whether or not they are used.
· Fees should be paid no more than 14 days following the invoice being issued
· Places are set until cancelled.  
· One-off slots can be booked, if space is available. Any empty places will be available for ‘on the day’ bookings. 
· Confirmation of a place will be given verbally or via email. 
· Should you no longer wish your child to attend After School Club, you must give at least two full weeks’ notice in writing. 
· Waiting lists will be run for over-subscribed days. 
· Fees can be paid through tax free childcare vouchers, free education hours or by BACS payment.
· If a parent is experiencing difficulty with payment of their fees, they should contact the office soon as possible. 
· In the unlikely event that there is debt against your account, the place will not be given or will be cancelled until all fees have been paid. The place may be reinstated once all outstanding debts have been cleared, in agreement with the manager, and subject to availability. 

Absence 

· If your child does not attend a session the full amount will still be charged. 

Register and Collecting 

· A register of children who attend After School Club is taken at the start of each session. This register is filed in the After School Club folder which is kept in the office. 
· Parents will collect their child(ren) from the ASC by using the Kaleidoscope buzzer, located at the school gate. 
· If a parent is unable to collect their child as arranged, they must inform us of the arrangements for collection and provide details of who will collect with a password if necessary
Late collection 

· If a child has not been collected by the end of the session, parents will be contacted in the first instance by telephone. The additional contacts parents have been provided will be telephoned in the second instance. If these contacts are unavailable after approximately 30 minutes, the police and Social Care will be informed. 
· Staff will follow and record late collections as per Kaleidoscope’s late collection policy.  
· If a parent has not rung to advise us that they will be late and a child is picked up late a charge of £5 will be made for every 15 minutes beyond the collection time. Discretion can be used for exceptional circumstances.
Snacks 

Eating together is a social time for children and adults and helps children to learn about healthy eating and oral hygiene. At Kaleidoscope Childcare, we endeavour to provide nutritious food which meets the children’s individual dietary needs and requirements and has regard for the Early Years Nutrition guidance. Fresh drinking water will always be available and accessible to children. Whilst children are eating there will always be a member of staff in the room with a valid paediatric first aid certificate. 

· Before a child is admitted to the setting we will obtain information about the stage their child is at in regards to solid foods, including to understand the textures the child is familiar with and any special dietary requirements, preferences, food allergies and intolerances that the child has, and any special health requirements. This information is shared with all staff involved in the preparing and handling of food. At each mealtime and snack time providers must be clear about who is responsible for checking that the food and drink being provided meets all the requirements for each child. Parents are asked to inform us of any change in children’s dietary needs and enrolment forms are regularly up-dated. 
· We will have ongoing discussions with parents and/or carers and, where appropriate, health professionals to develop allergy action plans for managing any known allergies and intolerances. This information will be kept up to date and shared with all staff. 
· All staff are aware of the symptoms and treatments for allergies and anaphylaxis, the differences between allergies and intolerances and that children can develop allergies at any time.
· Staff will not make a child feel singled out because of their diet or allergies. Children are made aware of rules about not swapping their food with one another. We take care not to provide food containing nuts or nut products.
· All staff are informed of requirements and a list of children and their needs or preferences is in place in the kitchen where it is clearly seen. Children only receive food and drink that is consistent with their dietary needs and preferences as well as their parent’s wishes. 

· We aim to provide healthy and nutritious food for all snacks. We aim to avoid foods and drinks that are high in fat, sugar and salt and those that contain preservatives and colourings. Milk or water is provided to drink, we do not accept drinks bottles from home containing fizzy drinks in the setting. 
· All children will be provided with fruit on arrival

· In the second hour the children can have a snack of a sandwich, wrap or similar, fruit and a yoghurt for the cost of £2. If you would prefer to provide a snack this is also fine. No fizzy drinks, glass bottles or snacks containing nuts should be sent in. 
· In keeping with our healthy eating practices, parents are asked to provide nutritious food for their child’s snack if providing this. Large quantities of saturated fat, sugar and salt and artificial additives, preservatives and colourings are discouraged. Sweets are not permitted and we ask that parents do not include nuts or nut products in packed lunches e.g. peanut butter. We reserve the right to return these foods to the parent. 
· In line with safer foods for under fives, grapes, cocktail sausages and similarly shapes foods should be cut in quarters ensuring that they and are cut lengthways as they are a choking hazard when whole. We advise that ice packs should be included as we do not have cold storage space in the fridge for snack boxes. It is not necessary for parents to provide a drink as this will be provided. 

· All children will be seated in an appropriate chair in a designated eating space with minimal distractions whilst eating.
· We encourage children to feel that snack and meal times are social occasions. Even though snack is often ‘free flow’, children do sit together as they eat and drink. Staff are always present and talk to the children throughout. Independence is promoted as children can make choices, serve food and drink and feed themselves. Utensils used are appropriate to the ages and stages of development of the children and that take into account the eating practices of their cultures. Food is served in a manner appropriate to the child’s skills e.g. cut up for young children.
· Children are always within sight and hearing of a member of staff whilst eating. Choking can be completely silent, therefore, it is important for all staff to be alert to when a child may be starting to choke. Where possible, staff will sit facing children whilst they eat, so they can make sure children are eating in a way to prevent choking and so they can prevent food sharing and be aware of any unexpected allergic reactions. 
· If a child experiences a choking incident that requires intervention, this will be recorded with details of where and how the child choked and ensure parents and/or carers are made aware. The records will then be reviewed periodically to identify if there are trends or common features of incidents that could be addressed to reduce the risk of choking. Appropriate action will then be taken to address any identified concerns.
Food hygiene has a very high priority in our setting. It is included in the induction process for new staff and staff attend food hygiene courses. We follow Environmental Health requirements and recommendations and use a food diary on a daily basis. All cooked food is probed to ensure that the safe temperature has been met and temperatures are recorded. Our procedures are inspected by Environmental Health inspectors as required. Environmental Health and Ofsted will be informed of any food poisoning affecting two or more children attending the premises within 14 days. 
Activities/ Provision  

· A range of activities are planned and provided each session for the children in After School Club. These may include role-play, construction, arts and craft, sensory play, reading, cooking, games, learning & discovery, outdoor activities as well as an opportunity to complete homework. 
· The age of the children are considered when planning activities to ensure they are appropriate. 

Behaviour 

· Children and staff are expected to follow Kaleidoscope’s behaviour policy and British Values whilst attending the After School Club. The children will be encouraged to discuss and agree the rules.

· In extreme cases where a child has broken the rules or put themselves or others at risk will they be excluded for a fixed term or permanently. 

Health & Safety 

· Staff must follow the Kaleidoscope Health and Safety, E-Safety, Fire safety, Safeguarding Policies and related documents to ensure the safety of all children. 
· All staff must make themselves familiar with the above documents. 
· In case of emergency (such as medical or missing child) a member of the Senior Leadership Team will be informed immediately and procedures followed. 

First Aid 

· There must be a qualified first aider on site during all sessions.  
· A first aid kit will be taken outside when children participate in outdoor activities. 
· All accidents will be recorded in the After School Club’s accident folder and an accident form will be completed. The accident will be reported to the parent/carer when collecting their child. 
· Parents/ Carers of any child who becomes unwell during their time at the club will be contacted as soon as possible. 
· All staff must be made aware of the children who have Individual Health Care Plans and what they contain. 
Staffing  

· Sally Cowell is the Afterschool club supervisor and DSL during out of hours except on a Wednesday when Kim Olsen (Manager) leads the club and is allocated nursery DSL

· Please phone 01233 721720 or email kaleidoscope.chc@btinternet.com for bookings or enquiries
· All staff will adhere to the Staff Code of Conduct and all Kaleidoscope policies. 
· The maximum number of children will not exceed a ratio of 1 adult to 8 children (1:8) where possible. If there are three year olds present the ratio of one adult to 8 children will apply. If there are 2 year old’s present then a ratio of 1 adult to 5 children will apply as per the Early Years Foundation Stage.

· All After School club staff are DBS checked and must attend Child Protection updates and/or training. There must be a designated safeguarding officer (DSL) contactable at all times. If there are any concerns a member of the senior leadership team will be contacted.
· All staff must be familiar with the Kaleidoscope Child Protection and Safeguarding Policy and related documents and be clear about how to deal with safeguarding concerns. 
· Staffing arrangements are considered to meet the needs of children who have special needs. 
· The club will be led by a Level 3 or equivalent, or higher qualified member of staff. In the event of the after school club supervisor being absent, an experienced member of staff will lead the club and a senior member of staff will remain on site.
· All staff will have appropriate paediatric first aid training
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