Extra Time Policies and procedures reviewed February 2025

Admissions Policy
Admissions

Places will be offered on a first come, first served basis. Our aim is to maintain affordable
charges whilst ensuring that the Club remains financially sustainable.

All children attending Darton Primary school will be eligible to attend the club during term time.,

Equal Opportunities

We aim to ensure that all children receive equal opportunity to use the club. Admissions will be
monitored on a regular basis to ensure that no section of the community is being discriminated
against and positive steps will be taken to redress any imbalance should this occur.

Priority

Priority will be given to siblings of existing users to attempt to meet the needs of children and
families. However, we will only do this at the beginning of each academic year, or where over 6
months’ notice has been given to the club

Before admission

Before a child starts attending, there will be a registration form and booking forms to be completed
by parents / carers, so we are able to look after their child and understand their needs. Children
will be encouraged to visit the club with their parent/carer and given the opportunity to see what
happens on a day-to-day basis. At this meeting, the parent/carer will be informed of the club’s
procedures for collecting children, the personal details of the child needed and what written
agreements and consent forms will be required, which are all in the registration form.

Charges (April 2025 — March 2026)

Breakfast club - £6.30- per session,

or half session - £3.15 (only a few half sessions available each day)
Afterschool club - £9.30 per session,

or half session £4.65 (3.15-4.15pm, or 4.30-6pm) (dependent on availability)

The Out of School Club will not discriminate against a family with a child with additional needs. But

may have to include extra charges above the usual club fees, to offset these costs of any
additional or specialist resources that may be required

Application for places

*Applications for a place at the club should be done, in the first instance through the Owner
(mandy Grosse or the deputy manager Natalie Walton) by contacting .07912303444 , or through
our facebook page or email.

*All applicants will complete a booking form before staff can pencil a child into the draft register.
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Applications for immediate start, or for attendance on occasional days, on a casual basis, will be
considered at any time but will only be accepted if there are spaces available.

A waiting list will be set up as necessary, with places being allocated in date booking forms were
given.

Payment

Payment will be made as agreed during the meeting with the owner or manager with the parents
[carer. Invoices will only be written if the family is paying fortnightly, monthly/termly. These can be
paid either by childcare vouchers or BACS payments through internet banking, and the payment
date will always be 1% of the month, so you will be paying in advance,

Any late fees will incorporate a 3% charge per day if late until the payment has been made. (up to
3 days given during this period, then steps will be taken to cancel any further sessions booked if
parents have not discussed any issues with Mandy Grosse the owner)

*Parents are expected to pay for all booked places, whether or not the child attends. Payment will
still be required if you cancel any session (half price to retain the regular sessions booked) . If you
want to cancel any particular sessions for good, then you have to give Four full weeks Paid notice,
then the rest of the sessions will be cancelled for you.

If your child is off sick, these sessions will still have to be paid for in full, unless it's a diagnosed

infectious disease such as chicken pox, measles etc, then you will be charged full price for the 1°
day off, then half price thereafter until they are fit and well enough to return to school and club)

Late collection of children

The club closes at *6.00pm sharp and parents/carers must ensure that their child is collected by
this time

*The club will make a charge of £20 per every ten minutes that a child is late being collected.
Changes to fee structure

All charges are subject to review. Parents/carers will be given at 4 weeks’ notice of any change to
the fee structure.

Signed: Position in club: Owner

Date: 19" February 2025 Review date: February 2026
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| the undersigned, am signing to say that | have reviewed this policy with the
team, and will adhere to the policy at all times.

A.Grosse: Date:
N.Walton: Date:
H.Bailey: Date:
T.Quinn: Date:
M.Wright: Date:
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