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Welcome Page
Welcome to Halkyn Mountain Kids Club. 
GENERAL 

We are a registered CIW Provider operating at Ysgol Rhos Helyg Primary School. We are based predominantly in the school hall but also have access to several other areas within the school building, including the outside play areas and wooded area. We aim to offer top quality care and a happy, safe, warm, rich stimulating play environment for school children aged 3-14 years to play, learn and develop freely. 
Our opening times are 3:10 - 5.30pm Monday to Friday, term time only. We also offer a holiday club for certain half terms during the year.

STAFF AT THE AFTER-SCHOOL CLUB 

Permanent Members of Staff 
· Gemma Mcleod – Manager
· Amanda Mcleod – Deputy Manager
· Catherine Shine - Deputy Manager
· Alison Leonard – Playworker
· Evie Wilding Griffiths– Playworker
· Sadie Gittins– Playworker
· Stephanine Shine – Playworker 
· Millie Botting – Playworker
· Callum Wade- Playworker 
· Tara Leafley Playworker


All staff/volunteers working at the club are DBS checked. The manager and supervisors are qualified in childcare to level 3 or above and all permanent staff hold current food hygiene certificates and there will always be at least one staff member on duty holding a paediatric first aid certificate. 
Staff regularly attend new training workshops/seminars to update knowledge and for personal development in order to provide a quality care and professional service. 
REGISTRATION DETAILS 

All parents/carers are required to fill in and return a registration form prior to their child starting at the club. Please make sure that you keep us up to date with any change of details. This includes any medical conditions that arise after your child has started at the club. Unfortunately, the club cannot be held responsible for any incidents that occur as a result of failure to provide details of changes and circumstances. You are responsible for informing the manager of the days that they will be attending the club together with advising them of any changes to their sessions. 

POLICIES AND PROCEDURES
 
The club has policies/procedures produced in line with current legislation to ensure safety and good practice at all times. Club policies and procedures are available for viewing during club opening hours. We encourage parents to read these and if you are unable to come to club to view them then copies are available on the club website at www.ysgolrhoshelyg.com/halkyn-mountain-afterschool-club/ 

PLAY ENVIRONMENT
 
Children are encouraged to have a say in what they do at the club. Meetings are held regularly with the children to ascertain what activities they would like. We aim to offer a wide range of play opportunities, which are suitable for all. 
1
EVALUATIONS 

We encourage feedback and comments as these help us to continually develop and improve our service to you and your child. 
We regularly encourage the children to give us feedback on the activities we offer. Annually we will send out parent questionnaires and end of term newsletters. We ask for your views as parents as to what you think of the service we provide. All information received is assessed and treated in the strictest confidence and anonymous where appropriate. We endeavour to act upon comments quickly and feedback in an appropriate manner. 
If you have any suggestions or comments at any other time, please do not hesitate to let us know. We have a post box by the daily register for comments from parents and carers also.

NO SMOKING / NO DOGS 

The club operates and enforces a no smoking policy within school grounds at all times. 
In the interests of health and safety the club enforces the school’s policy of no dogs on site at any time
EQUAL OPPORTUNITIES/INCLUSION 

We are strongly committed to the principles and practice of equal opportunities. All children will be made to feel welcome and given the opportunity to participate in the play opportunities that we provide. We believe that every child irrespective of gender, background, cultural or racial origin or individual ability or disability should have equal access to the play opportunities provided at the club. 
Individual needs will be assessed, and we will endeavour to offer support where necessary. Please speak to the Club Leader if you have any concerns regarding your child’s specific needs.
Thank you for reading this document, if you have any further questions or queries, please do not hesitate to contact the Club.
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Child Registration and parent / Carer Contract 	


Here at Halkyn Mountain Kids Club we take your Privacy and Personal Information seriously, the information you provide on this parent contract forms part of our Admission policy. Your personal information will be stored securely and confidentially and held for a minimum of 25 years (or in line with legal requirements) You have the right to access information held about you by contacting halkynmountainkidsclub@gmail.com 

We may also share your information with other organisations such as CIW, Social services, Police in line with our Data protection and Confidentially Policies.


	Child’s Personal Details 

	Child’s surname: 
	 
	Child’s forename/s: 
	 

	Child’s gender: 
	 Male 
	Female 
	Date of birth: 
	 

	Name of school: 
	 
	Currant Class / Teacher
	 



	Parent / Carer Details 
	Parent / Carer 1 
	Parent / Carer 2

	Full name of parent/carers: 
	 
	 

	Relationship to child: 
	 
	 

	Home address: 
	 
	 
 
 
 

	Postcode: 
	 
	 

	Home telephone: 
	 
	 

	Work telephone: 
	 
	 

	Mobile telephone: 
	 
	 

	Email address: (needed for booking in system)

	 
	 

	Preferred Method of Communication 
	
	


This club is required to collect this for CIW Purposes 
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Other Named persons Authorised to collect child or who to contact in emergency 
 

	Other Adult Details 
	Contact 3 
	Contact 4 

	Full name: 
	 
	 

	Relationship to child: 
	 
	 

	Home address:



	 
	 

	Postcode:
	
	

	Home telephone: 
	 
	 

	Work telephone: 
	 
	 

	Mobile telephone: 
	 
	 

	Email address: 
	 
	 








This club is required to collect this for CIW Purposes 
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	Child’s preferred language (for CIW purposes)[footnoteRef:1]  [1: ] 


		 	Welsh 
	 	English 
	 	Bilingual (Welsh English) 
	 	Other spoken language 
	 	British sign language 
	 	Makaton 
	 	Other communication (please state) _____________________________________


	Child’s ethnicity (for CIW purposes)[footnoteRef:2]  [2: 5 
  
This club is required to collect this for CIW Purposes 

] 


		 	      White 
	  	Mixed / multiple ethnic groups 
	 	 Asian/Asian British 
	 	Black/Black British 
	 Other ethnic group (please state) _____________________________________ 




	Child’s Medical Information / Individual Needs 

	Doctor’s name: 
	 

	Practice / Surgery name: 
	 

	Practice / Surgery address: 
	  
 
    Postcode:                                           


	Doctor’s telephone number: 
	 

	Known Medical conditions, Allergies, special dietary and health needs 

	No
	Yes
	(If yes, Please give details )






Any other relevant information Playworkers should be aware of e.g. children’s preferences and needs? 
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Terms and conditions 
Parents/carer, I and ’my’ refers to parent/carer who bounds by these terms and conditions. 
	(Booking fees must be paid up front)	Fees

	After school club full session 3:10-5:30pm
	£8.50

	After school club half session3:10-4:20pm
	£5.50

	Holiday club full session 8:00am-5:30pm
	£30.00

	Holiday club half session 8:00am-12:30pm 
	£20.00

	Holiday club half session 12:30pm-5:30pm
	£20.00



A 5% discount will be applied for each sibling in the after school club only
Eligible working parents may be entitled to tax-free childcare (the government will pay £2 for every £8 you pay you childcare provider). The childcare offer (enabling working parents/carers of 3–4-year-olds to access 30 hours per week of funded early years education and childcare) and / or the childcare element of Tax Credits/universal Credit. I agree to pay the above fees at the end of each month and no later than the end of the first week of the following month when booking my child’s place.
· The club will notify me of any changes in fees in writing at least one month before they are implemented and to ensure I get the notifications I agree to notify the club of any changes to my contact details.
· The club reserves the right to make charges for non-attendance/absences and for late collections in accordance with the Club’s arrival and collection policy.

Regular bookings (using the club each week)
Parents can use the ‘schoolgateway’ app to book sessions for either clubs and can also cancel if needed, this must be done up to 24 hours before or you will be charged in full for that session. Bookings can be made up to 24 hours before a session but if you exceed this time and there is genuine emergency then you will need to contact the club to enquire if staff can secure your child a place in the session for that day due to staffing ratios.
I would like my Child to start on ____________________________ Date (dd/mm/yyyy)

Payment details are as to follow:
School ‘Gateway’App 
Halkyn Mountain Kids Club and Holiday Club Bank Details
Barclays Bank
Sort code – 20-25-69
Account Number - 30547751	7




We also take these childcare vouchers:

· Fideliti Ltd
· Endered
· Computershare
· Childcare Plus
· Kiddiecare
· Sodexo


Arrival and collection of children ( the setting must cross reference to their own policy )
· I will notify the Club within 24 hours regarding non-attendance of my child on the Schoolgateway app in accordance with the Club’s arrival and collection policy.
· My child will be collected by you from the classroom and safely escorted to the Club Hall until a named adult as detailed in the registration form collects them.
· I or other persons named on the child registration form will collect my child by no later than 5:30pm or face late pick up charges.
· I understand that if my child hasn’t been picked up by 6pm and the club cannot get in touch with any of the contacts given on the registration form then Social Services will be contacted, and the club will follow guidance from them on the next steps.
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Arrangements in the case of illness 

· I will not send my child to the Club if they are unwell and will inform the Club as soon as possible.   
· I will also notify the Club as soon as possible if my child develops or is exposed to an infectious illness, so that the appropriate steps can be taken to notify other club users if necessary.   
· You will inform me, as soon as reasonably practicable, if you become aware that any child has developed/been exposed to a communicable disease whilst at the Club
· Medicines will not be routinely administered. I will refer to the Club’s medication policy if medication prescribed by a doctor is/becomes necessary. 

Holidays 
If I want to take my child out of the Club to go on holiday, I understand that fees may still be payable in order to retain the childcare place.  This decision is at the discretion of the management committee/management. 
 
Dietary needs 
I will provide the Club with full details my child’s specific dietary needs so my child can be appropriately catered for.
Emergency procedures 
· If my child requires urgent medical advice or treatment, the Club will notify me and/or other named contacts immediately and if necessary, an ambulance will be called to take my child for such treatment.  
· If I have not arrived by the time the ambulance needs to leave, the child will be accompanied to the hospital by a member of staff.  
· I consent to any urgent emergency medical advice or treatment necessary during the running of the Club and I authorise the Club to sign any written form of consent required by the hospital authorities if the delay in getting any signature is considered by the doctor to endanger my child’s health and safety 

(Please circle).  

	 YES 	 	 NO 

· The Club implements clear emergency procedures – evacuation in case of fire, lockdowns in case of intruders or any other significant incidents. The Club will practice these half termly (recognising that young children benefit from more frequent practice) and when a new child, staff member or volunteer starts at the Club. Please see our policies for more details.

Behaviour  
· The Club aims to offer a range of play activities in a welcoming atmosphere.  I understand that any instances of unacceptable behaviour will be dealt with in accordance with the behaviour policy. 
· Bullying, harassment, intimidation and any behaviour that is likely to lead to the health and safety of others being compromised will not be tolerated. (Refer to anti-bullying policy). 
· The Club will record details of more serious breaches and discuss them with me as relevant to my child. 
 
Equal opportunities  
The club aims, to provide equality of opportunity for all children whatever their age, ability, gender, race or background. (Refer to equal opportunities policy). 
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Compliments/Complaints  
The Club welcomes any compliments and suggestions and constructive criticism to help maintain a high-quality provision and will act on any complaints in accordance with the complaint’s procedures. (Refer to complaints policy and procedure). 

Trips 
The Club likes to take children out on trips wherever possible e.g., to the local park.  The Club will inform me in advance, and I consent to my child taking part in these trips 

(Please circle).  	 	

 YES 	 	 NO  


Photographs and publicity 
I understand that my child may be included in photographs or videos of activities within the Club and that they will be used for the purpose of evaluation, specific activities such as creative drama, or publicity.  I consent to the Club taking photographs or videos of my child which may be used only for the Club’s purposes i.e., clubs website / clubs secure Facebook page / Halkyn mountain news 

(Please circle).  

 YES        NO 

Signatures 
· I agree to notify the Club in writing of any changes in any of the details within this registration/contract at the earliest opportunity. 
· The Club agrees to notify me of any changes to the Club’s policies and procedures that affect parents, and I will be asked to sign a new copy of the parent/club contract indicating that I accept such changes. 
· One month’s written notice to terminate the contract must be given by the Club and the parent/carer. 
· I have read and understood the information provided above and within the Club’s policies and procedures and agree to abide by the terms and conditions of this contract. 
 
	Name of parent/carer:

	Signed:
	Date:

	Name of senior playworker

	Signed:
	Dated:



In accordance with our data protection policy, information will be shared on a need-to-know basis as appropriate and records stored in a lockable cupboard/storage with restricted access.
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HALKYN MOUNTAIN KIDS CLUB
& HOLIDAY CLUB CONTACT DETAILS

Address - Halkyn Mountain Kids Club
Nr Mold
Berth Ddu
Rhosesmor
CH76PJ

Email – Halkynmountainkidsclub@gmail.com

Club Tel. – 07591239511 / 01352780265

Facebook - Search for - Halkyn Mountain Kids After School Club/Holiday Club

Website - www.ysgolrhoshelyg.com/halkyn-mountain-afterschool-club/ 


Halkyn Mountain Kids Club and Holiday Club Bank Details Barclays Bank

Sort code- 20-25-69
Account Number 30547751   
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Halkyn Mountain Kids Club & Holiday Club
Charity No: 1197828
Fee Policy

The objective of this policy is to:
· Set out clearly for parents, staff, committee members when and how payments of fees is expected.
· Secure prompt payment
· Minimise bad debt 
· Safeguard the Club and its sustainability 
The importance of prompt payment
Halkyn Mountain Kids Club aims to keep fees as affordable as possible whilst providing a hight-quality provision run by qualified staff. Late payment of fees has a huge impact on the sustainability of our club: failure to pay by a given deadline can mean that staff, many of whom are on minimum wage, cannot be paid on time. When non-payments accrue, either from one family or several, it can even result in the future of the club becoming uncertain and being unable to meet other financial commitments leading to closure.
Payment of fees
The current fees for attending Halkyn Mountain kids Club are as follows:
After school club -£6.50 for the 1st hour (3:10 - 4:20pm)
After school club- £8.50 for the 2nd hour (3:10 – 5:30pm)
2 siblings for half session ( 3:10 – 4:20pm ) fees are extra £6.17 making the total for 2 children £12.67.
2 siblings for full session ( 3:10 – 5:30pm ) fees are an extra £7.65 making the total for 2 children £16.15.
Charges for late pick up between ( 5:30-5:40pm) £1 then 50p for every ten minutes late thereafter.
5% discount will be given to any other sibling thereafter.
Holiday club- £20 for half a day (8am till 12pm ) or (12pm – 5:30pm )
Holiday club- £30 for a full day (8am – 5:30pm)
In order to secure a place for your child at Halkyn Mountain Kids Club After School Club it will be necessary to sign up to the schoolgateway app and book the day required. The booking app closes 24 hours before each session and if you wish to cancel a booking this also has to be done 24 hours beforehand or you will be charged the full session amount. To book a session onto the Holiday club you will also need to book on the schoolgateway app and pay in full before sessions. Anyone using childcare vouchers or benefits will be exception. If you wish to cancel you will have 24 hours beforehand or you will be charged in full for that session.
The club will provide parents/carers with reminders monthly to check and pay your bills. This will be done via the schoolgateway app , Facebook or via email.
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Parents can pay fees on a daily, weekly or monthly basis. Parents should discuss their preference with the manager. Fees should be paid no later than the first Friday of each following month. If fees have not been paid by this date (without prior discussion with and permission from the club manager) the club will follow the unpaid fees procedure set out below, and the club reserves the right to refuse to provide a childcare space for the child until payment is received.

If parents/carers have problems with schoolgateway app and find they cannot pay, then fees should be paid by bank transfer to the account details below with the name of the child as reference.
Account Name- Halkyn Mountain Kids Club 
Account number- 30547751
Account sort code- 20-25-69

Changes to fees
The club will notify parents of any changes to fees in writing at least one a month before they are implemented. Fees may be increased periodically as deemed necessary to cover costs.

Additional sessions 
The club understands that sometimes childcare is required at late notice. If parents/carers are unable to give 24 hours’ notice, they are still able to request the extra session. The club asks that in cases of last minute booking, the request are made via club or school phone or in person and through email/Facebook, and that parents wait to receive confirmation that a place is available before sending their child to club.
Additional session should be paid asoon as possible following the booking being made, and no later than one week after use or late payment charged will be enforced.

Persistent Non-Payment of fees
In the event of persistent of a non-payment of fees, the club reserves the right to seek and follow legal advice, and to exclude families from future use when necessary to enable the setting to be sustainable. The Club reserves the right to request payment in advance in cases of persistent non-payment of fees, and where funds are not received in advance, to not permit the child/ren to attend.

Late collection
Parents/carers must collect their child prior to the club closing times. In situation where children are not collected by the time, parents/carer must contact the club as soon as possible. If  parents/carer are later than 5:30pm , a  £1 late collection charge will be added onto their next bill and additional 50p charge will be added foe every 10 minutes later thereafter. If parent is late to collect their child and does not contact the club, the senior playworker will use the contact numbers provided to try and get in touch with the parent. In the event of no contact being made after 30 minutes the senior playworker will contact the duty officer at social services to advise them of the situation and take their advice on further action (please see our arrival and collection policy).

Sickness
Parents must notify the club as soon as possible regarding attendance/non-attendance of their child due to sickness and no later than 24hours prior to use. In the case of sickness, 100% of the fee will still be charged to enable the club to remain sustainable. Failure to give sufficient notice of sickness results in the full cost of the session being charged, unless there are exceptional circumstances, whereby a decision will be made at the discretion of the Management Committee/ Manager.

 Cancellations 
If parents/carer wish to cancel a specific session booked, the club must be informed no less than 24 hours if less notice is provided, the parent will still be charged the full amount for this session.

Club Closure
If the club is unable to open due to adverse weather conditions or other circumstances, parents will be informed as soon as is reasonably possible, and no payment for the session in question will be required.

Ending of contract.
If parents/carer wish to end their contract with club, a month notice must be given to the club. If parents/carer wish to remove their child immediately without notice, payment is not received, the unpaid fees procedure above will be followed. 
If a child is excluded from the club, parents/carers will be expected to pay fees up to and including the date of exclusion but not beyond this point. 
Please sign to confirm you have read and understood the terms and conditions of this policy.

Signed (Senior Playworker)___________________________________Date____________________

Signed (Parent/Carer)_____________________________________Date_______________________
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