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Introduction 

At Sowe Valley Primary School, we offer both a breakfast club and an after school club as 

part of our wraparound provision.  

Breakfast Club is from 8:00am until the start of the school day.  

After School Club is from the end of the school day until 5:15pm.  

Wraparound Care will provide children with a range of equipment and resources appropriate 

to their age and interests. Children will be offered access to outdoor play every day, subject 

to weather conditions.  

After School Club will provide a variety of activities. These include arts and crafts, board 

games, Lego, puzzles & these will be held in the studio. Other activities will be available in 

the hall or outside. There will be a varied choice each session.  

Wraparound Care staff will listen to and value what the children say and children will be 

regularly asked about what activities they enjoy or would like to do.  

 

Admissions  

When a parent/carer contacts Wraparound Care enquiring about a place for their child, they 

will be given a registration form (Appendix 1), booking form (Appendix 2) and contract 

(Appendix 3).  

All forms must be completed before admission. 

 

Fees 

Details of the costs for Wraparound Care can be found on the booking forms and in the 

contract.  

• Statements are sent out regularly and must be paid promptly and in advance.  

• If the fees are not paid on time, Wraparound Care will notify the parent/carer in writing and 

request payment at the earliest possible opportunity.  

• The School Business Manager has the right to issue a formal warning to the parent/carer 

and inform them that continued late payment will result in their child’s place at Wraparound 

Care being forfeited.  

• If fees are paid persistently late or not at all with no explanation, Wraparound Care will be 

forced to terminate that child’s place. Under exceptional circumstances, the supervisor may 

agree to allow the child to continue attending Wraparound Care for a specified period.  

• Parents/carers are encouraged to speak to a member of staff or the supervisor if they have 

any query about the fees policy, or if, for any reason, they are likely to have difficulty in making 

a payment on time.  

• If parents/carers are experiencing difficulties with payment of fees, they are strongly advised 

to arrange a meeting at the earliest possible opportunity, to avoid jeopardising their child’s 

place at Wraparound Care.  



 

 

 

Admissions/Registers 

It is the responsibility of the wraparound staff to ensure that an accurate record is kept of all 

children in wraparound care and that any arrival or departure to and from the premises is 

recorded in the register. Records of daily registers will be kept by Wraparound Care for at 

least one year.  

 

Collection of children 

If the child is to be collected by someone other than the parent/carer, this must be indicated 

to a member of staff and recorded next to child’s name at the start of the session. The adult 

nominated to collect a child must be one of those named on the Registration Form Only adults 

– aged 16 years and over – and with suitable identification, will be authorised to collect 

children.  

• No adult other than those named on the Registration Form will be collect a child without 

informing the school  

• In the event that someone else should arrive without prior knowledge, Wraparound 

staff will telephone the parent/carer immediately.  

• If the parent/carer or alternative nominated adult is going to be late to collect their 

child, staff must be informed of this on arrival and recorded  

• If the designated adult is late in picking up their child without prior warning, the late 

charges will apply; this is £1 per minute after 5:15pm.  

• If any child is not collected by 6.00pm without notification, the Head Teacher will be 

informed then social services and the police will also be informed resulting in the child 

possibly being taken into temporary care.  

 



 

 

 

Behaviour and Sanctions 

Whilst attending Wraparound clubs, children are expected to: 

- Demonstrate the school’s values and the 7Rs 

- Use socially acceptable behaviour 

- Enjoy their time at the club; participating in the activities and asking for help if needed 

- Respect one another, accepting differences of race, gender, ability, age and religion 

 

Positive behaviour is encouraged by:  

- Staff acting as positive role models 

- Praising appropriate behaviour 

- Informing parents about individual successes 

 

Dealing with inappropriate behaviour: 

- Challenging behaviour will be addressed in line with the school’s behaviour policy 

(available on the school website).  

- In the first instance, if necessary, a child will be given time out within the room. 

- If inappropriate behaviours persist, a senior member of staff will be called upon to take 

the child for time out in another room.  

- Staff will explain why the behaviour is inappropriate to support the child in resolving 

issues or supporting good choices.  

- Staff will consult with parents if persistent inappropriate behaviour is shown to ensure 

that expectations are clear and followed.  

- If after consultation inappropriate behaviour continues, further conversations will be 

had with parents/carers and a member of the school’s leadership team. Discussions 

of approaches will be proactive in supporting the child to show appropriate behaviours.  

- However, if inappropriate behaviours continue, the child may need to be permanently 

withdrawn from the club.  

- In extreme circumstances, it may be deemed necessary to skip straight to this stage 

and for a child to be withdrawn permanently. 

 

 

Anti-Bullying  

Everyone involved in Wraparound Care; staff, children and parent/carers, will be made aware 

of Wraparound Care’s stance towards bullying. Such behaviour will not be tolerated or 

excused under any circumstances. Please refer to Sowe Valley Primary School’s anti bullying 

policy available to download from our website.  

 

 

 

 

 



 

 

 

First Aid 

- Any first aid incidents that occur during Wraparound provision will be recorded in the 

school accident book and shared either verbally or by text/email with parents/carers.  

- All first aid incidents will be dealt with by a qualified first aider.  

 

Administration of Medicines 

If the parent/carer wants their child to be given medicine during the day by a member of staff, 

they must complete and sign the administering medicine form. Further details of this 

procedure are available on our school website in our policy: Supporting Children with Medical 

Conditions.  

 

Safer Eating  

While children are eating, they will be seated safely and monitored by staff, ensuring that staff 

can see and hear children. There will be at least 1 member of Wraparound staff who is 

paediatric first aid trained.  

Information about children’s health, dietary, allergies and intolerances will be shared with staff 

so that they are able to ensure that the food given meets all the requirements for each child.  

We will make sure that 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, especially during the introduction of solid foods. 

For our pupils from Early Years attending Wraparound provision, we will ensure that all food 

is prepared in line with the DfE’s Early Years Foundation Stage nutrition guidance. We 

will prepare food in a way that prevents choking and meets each child’s individual 

developmental needs.  

In the event of a choking incident that requires intervention, we will record details of the 

incident and make the child’s parents/carers aware. We will periodically review the records 

to identify whether we can change anything in our practice to make eating safer, 

and then take action as appropriate.   

 

Complaints/Concerns Procedure  

Wraparound Care is committed to providing a safe, stimulating, consistent and accessible 

service to children and their parents/carers. We always aim to provide high quality services 

for everyone but accept that sometimes things do not always go to plan. In such 

circumstances, we want to know so that we can put them right and learn from our mistakes.  

Under normal circumstances, the Head teacher will be responsible for managing complaints. 

If a complaint is made against the Head teacher, the Governing Body will conduct the 

investigation. Please see the Complaints policy (available on the school website) for further 

information.  

  

 

https://www.gov.uk/government/publications/early-years-foundation-stage-nutrition


 

 

 

Policies 

The following policies will always be followed whilst children are attending the wraparound 

care club. 

They are all available on our website:  

• Early Years Policy  

• Supporting Pupils with Medical Conditions Policy  

• Safeguarding Policy  

• Health and Safety Policy 

• Antibullying Policy 

• Behaviour Policy 

• Complaints Policy 

 

 

 

 

 

 

 



 

 

 

Appendix 1: Registration Form 

Wraparound Registration Form 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Medical Information 

Does your child wear any visual or hearing aids? Yes  No  

Does your child suffer from any condition which requires medical treatment? Yes  No  

Does your child suffer from any severe allergies? Yes  No  

If you have answered yes to any of the above questions, please provide details below: 

 

 

 

 

 

Dietary Needs: If your child has any specific dietary needs (health or religious) please provide details here (e.g. 
any food allergies, vegetarian, no pork etc).  

 

 

 

 

 

 

Pupil’s Details  

Surname  Date of Birth  

Forenames  Gender  

Address and 
Postcode 

 

Home Telephone 
Number 

 

Email  

Home Language  Religion  

Festivals your 
family observe 

 

 



 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Responsibilities  

Who has parental 
responsibility for the child? 

 

Is there any information 
about who has legal 
contact with the child? 

 

 

Authorised Collectors 

Please list here all people whom you are happy to authorise to collect your child (any sibling under the age of 16 
years will need a separate consent form). 

 

Name Relationship to Child Phone Number 

   

   

   

   

   

   

 

 

 

Parent/Carer Details  

Parent/Carer 1 Parent/Carer 2 

Name  Name  

Phone Number  Phone Number  

Work Place and 
Number 

 
Work Place and 
Number 

 

 

 

Emergency Contacts with Permission to Collect (in preferred order) 

Emergency Contact 1 Emergency Contact 2 

Name  Name  

Relationship to Child  Relationship to Child  

Phone Number  Phone Number  

 

 



 

 

 

Appendix 2: Booking Form 

 

Wraparound Booking Form 

Name of Child: __________________________Starting Date:-________ 

Please tick sessions 

SESSIONS Mon Tues Wed Thur Fri 

Breakfast Club 
from 8am 

     

After School Care 
Up until 5.15pm 

     

 

Cost of sessions: 

Breakfast Club (includes a 

healthy breakfast) 

8.00am – 9.00am  

£4.00 

After School Care, includes a 

healthy snack 

3.30pm  –  5.15pm  

£7.00 (snack included) 

 

Please tick for payment method 

Childcare vouchers  

MCAS  

 

Parent/Guardian’s Signature   ………………………………………  

Date…………………….. 

Payment should be made in advance 

 



 

 

 

Appendix 3: Contract 

Wraparound Contract 

 

I/We (name of parent/carer) 

 

Parent(s)/Carer(s) of 

 

Address 

 
 
I/We agree to all the terms and conditions of the Wraparound Provision 
arrangements set out below: 
 

• I will inform the staff of my child’s absence due to sickness, holidays or any permanent 

changes to the sessions. I accept responsibility for ensuring that the wraparound club is 

advised of any changes to my child’s details and records. 

 

• I understand that if my child attends an after school activity e.g. sports, cooking, science 

clubs, I will still be required to pay the full cost of the after school club. 

 

• Where capacity allows, parents may seek access to additional sessions for their child by 

negotiation with the wraparound club. The terms of this contract also applies to those 

parents and must be signed. 

 

• Fees must be paid weekly, monthly or half termly in advance, at the beginning of each 

week, month or half term. Failure to do so may lead to the place being withdrawn.  

 

• If I am late collecting my child, I agree to pay a late fee of £1 per minute after 5.15pm. 

 

• Children will be cared for by a team of staff who hold appropriate qualifications and 

undertake regular training, under the direction of the Headteacher. The statutory adult: 

child ratio will always be adhered to. 

 

• Staff undertake to treat children with care and respect in line with school policy 

 

• Only I or a person appointed by me will collect my child. Staff must be informed in 

advance of the appointed person and of any last minute changes to the arrangements for 

collection. 

 

• Sensitive information provided by parents/carers about their child or family will be treated 

in confidence by staff in line with Data Protection and Child Protection legislation. 

 

• If a child becomes sick or distressed during a session, staff will monitor and may contact 

you to arrange for your child to be collected. You will be advised and consulted 

immediately if your child has been involved in a serious incident. 

 



 

 

 

• Medication can be administered but only in line with our school’s policy: Supporting 

Pupils with Medical Conditions (this can be found on our school website).  

 

• All children will have their needs provided for in a way which values and supports them. 

  

• In your absence, staff are responsible for your child’s wellbeing. The service operates 

within the terms of the City Council Guidelines for Child Protection.   

 

• Unacceptable behaviour will be challenged and dealt with in a manner appropriate to the 

age and understanding of the child. If a child does not respond to attempts of correction, 

we reserve the right to withdraw their place. 

 

 

Parent’s signature                      Date Wraparound  signature                        Date 

 

 

 
 
 

One copy to be returned to the parent and one to be kept by the school. 
 


