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07340 355709	ajnanaki@yahoo.co.uk
Dear Parent / Carer

Thank you very much for applying to register your child(ren) in the setting. Little Gems Afterschool Club was opened 16th April 2013 by Sheila Kaur.

We hope that you find the information helpful. We have tried to cover any queries that may have but, if not please free to contact me on 0734 0355709 or ajnanaki@yahoo.co.uk (Sheila Kaur).

It is our policy that the setting is recreational and that the children will be in an environment where they can relax and be encouraged to join in creative activities as well as play. It is staffed by experienced play workers, who provide a variety of interesting activities, including cookery, crafts and games. The setting also has access to a computer.

The scheme is fully registered with OFSTED (EY442446) and at present offers up to 40 places per evening, with a staff ratio of 1 adult to 8 children. It operates between 3.15pm and 5.30pm Monday to Thursday during term time.

Before you hand in your completed booking form, we would be grateful if you would spare a few minutes to read the information pack enclosed and Terms and Conditions. It is important that you read this carefully because it covers the setting’s running procedures. 

Once again, many thanks for registering your child with our setting. We are very excited with this venture and hope that it is the start of a long and happy experience for us all. 


Yours faithfully SHEILA KAUR

WELCOME TO LITTLE GEMS AFTERSCHOOL CLUB
All staff go through rigorous recruitment checks and Enhanced Disclosure and Barring Service (DBS) checks. Staff are supported and supervised by the manageress (Sheila
Kaur). The staff of the setting work constantly to ensure that it runs smoothly and responds to the needs of the children in our care.

We aim to ensure that everyone:
· Is happy that the service is safe, efficient and fun.
· Has a voice in the way that the setting is run.
· Has a way of influencing policy and procedures.
It is our aim to provide your child/ren with a caring, friendly, stimulating environment that meets their individual needs throughout term time.

We're open Monday to Thursday evening afterschool from 3.15pm-5.30pm. We will collect Reception to Yr3 child(ren) from their class and the older child(ren) come themselves. The older child(ren) will only become the club’s responsibility once they have registered at the hall.

PLAY
We provide opportunities for play that are natural and allow children to be themselves by exploring and experimenting. We ensure that children are in situations where they cannot fail at play, as there is no right or wrong. This leads to building self-esteem and high confidence levels which are essential for future learning. Play is an essential part of preparing young children for learning and adult life.

BOOKING
Places at the club are limited by the size of the rooms and the ratio of child(ren) to playworker.
It is important to reserve a place for your child(ren) in advance of when you would like them to start. 
If the club is full, a waiting list will be drawn -up, and you will be notified of the next available space.
Booking should be made in advance, on a booking form (available from the club or Glenfrome Primary School reception). You will also need to enclose an £IO.OO non- refundable administration fee.

ATTENDANCE
If your child has suffered from sickness or diarrhea, they will not be able to attend the setting. Children must be well for 48 hours before re-attending the setting. For other illnesses or infections please refer to the Public Health England document "Guidance on infection
control in schools and other childcare settings". Please inform us straight away if your child is ill or cannot attend the setting for any other reason.
If your child becomes ill whilst at the setting you will be contacted to collect your child. If you are not available, we will contact those listed under Emergency Contact Numbers on your child's Registration Form.

CANCELLATION
If you wish to cancel your child(ren) place, you will need to give four weeks' notice (term time only). Full payment will be required for the notice period even if the place is not required.




WHAT DO WE DO AT THE CLUB?
The setting starts at 3.15pm when the school day ends. The older children go straight to the dining hall, a member of staff will register them in. The reception, year 1, 2 and 3 will be collected by a member of staff, they will registered as in.
1. Children can play arts and craft, puzzles and games, cooking, quiet zone, pool table, table football and many more activities.
2. Once we are at the setting we sit down together and have snack and water (snack menu shown below).
3. Then, we go outside (weather permitting) for play. We have all sorts of things to do from ball games to skipping.
4. Around 5.00pm we go back inside, and the children continue playing.
5. 5.15pm staff and children will tidy up and get ready to go home.
6. Older children (Year 4, 5, 6) will be able to use the Communicate room. Children will be more valued and respected that they are able to go in an area to chill out freely with children of the same age group, supervised by an adult. This also gives younger children their own space as well.

The children always have the opportunity of choosing which activities they want to join in with. We also have a wide range of free play equipment including Lego, books, drawing, card and board games.

THE BENEFIT OF AN AFTERSCHOOL CLUB

· Each child(ren) will receive a healthy balanced snack
· Snack time will be  given early, so it will not interfere with children’s dinner time
· Toast will be given twice a week, and if you would like your child to have only 1 slice of toast, please tell a member of staff
· Please remember the food we provide at Little Gems Afterschool Club is a snack not a full meal, so children will have room for their family tea when they get home
· Child(ren) will have access to a safe and fun play environment
· Each child(ren) can have their say in what affects them
· A high level of care is available enabling them to gain confidence and learn new skills
· Parents/Carers can work whilst knowing their children are being well cared for.    



 MENU
Snacks are planned with strict local food safety and allergen standards. All snacks are nut-free and adjust food size for younger children to prevent choking risk.
We offer healthy snacks that provide mix of complex carbohydrates, health fats, and protein.

	Whole-meal bread served with butter, jam, lemon curd, cheese or ham

	Whole-meal bagels served with butter, jam, lemon curd, hummus and cheese or ham

	Rice cake served with butter, jam, lemon curd, hummus and cheese or ham

	Whole-meal wraps/pitta bread served with butter, jam, lemon curd, hummus and cheese or ham

	Oatcake served with butter, jam, lemon curd, and hummus cheese or ham

	Whole -meal crackers/breadsticks served with butter, jam, lemon curd, hummus and cheese or ham

	Crumpets served with butter, jam, lemon curd, cheese or ham




	Carrots, pepper, celery sticks and baby carrots

	Cucumber and cherry tomatoes

	Apple, orange, bananas, grapes, berries, kiwi and strawberries

	Mango, watermelon, cantaloupe and honeydew 


Water will be offered at all times.
Newsletter will be emailed to all parents, at start of the term. Showing snack day by day

JOINING US FOR THE FIRST TIME?

We know that starting something for the first time can be an exciting and worrying time. We want to make sure that you have a really enjoyable time at the club. 
So, when you start a member of the play team will be with you until you feel comfortable. They will introduce you to everything and everyone at the club. If you have a friend already at the club, we will ask them to help show you around.

MAKING SURE EVERYONE IS HERE
When you join the club, it is assumed that your child(ren) will be attending every week, unless you tell us otherwise. Please let us know if your child(ren) will not be attending, whether this is due to illness (you will still be charged) or if the child(ren) is in an afterschool play, date with a friend, being collected by someone else or afterschool club. Please ring the Little Gems mobile and leave a message. If you give one months’ notice, you will not be charged.

We need to able to account for all child(ren) expected to attend and will be delayed in 
getting to the club, if our staff have to spend time in the school or playground trying to find children. 

EQUAL OPPORTUNITIES
We aim to challenge discrimination in all areas of the setting's activities. We recognize that certain groups and individuals in our society are discriminated against because of their race, color, ethnic or national origin, sex, sexuality, age, physical, sensory or mental impairment. Accordingly, we are strongly committed to positive action to remove and/or counter discrimination in all aspects of our work with children, families and others.

We have a named person to support inclusion within the setting, particularly in relation to disabled children and children with special educational needs. We aim to provide play opportunities and activities that are inclusive and accessible for all children and for all children to feel welcomed and valued. We will do this by:

· Recognizing children’s individual needs through observation, reflective practice and working in partnership with parents and other professionals.

· Providing appropriate support and making reasonable adjustments to meet each  child's needs, including those with a Statement of Educational Needs.

· Challenging inappropriate attitudes and practices.

Equal opportunities will be considered in all aspects of the service that the setting provides. Language or behavior designed to be offensive to any of the groups outlined in our statement is unacceptable and will not be tolerated. 
Staff, parents/carers and children should fully understand the principle and operation of our equal opportunities policy and we should all take responsibility for its overall effectiveness.





CHILD PROTECTION
The setting works in partnership with parents / carers and respects confidentiality. However, the Children Act 1989 places a clear responsibility on childcare and education establishments to ensure they work together with other agencies to safeguard and promote the welfare of children. As a result, if concerns are raised with the setting, they will be reported to Social Services. (First Response) This is a legal requirement and is in line with Government and Bristol City Council policy.

HEALTH AND SAFETY
It is our policy to encourage ways of working that will create a safe and healthy environment for children, employees and all other people who enter the premises. This applies from a quarter hour before and after the normal operating period of the setting. The Owner is responsible for making sure that matters of concern are dealt with.

To ensure the safety of all the children and staff:
1. Incident and Accident Forms must be completed, and parents / carers advised.
2. Serious incidents involving danger to others may result in your child being excluded without notice.
3. Regular fire drills will take place.
4. A no smoking policy will operate.
5. Risk assessments will be regularly taken on the play environment and off-site activities.
6. Generally, we will not administer medication to children, but under certain circumstances this may be possible. It is the parents / carers responsibility to ensure that staff are fully informed of any ongoing medical conditions. Where medication is required to be  given during the day, the parent / carers need to complete a Medical Consent Form. If a child needs medication, please do not send them to the setting without discussing this with a staff member and filling in the required forms.
7. If a child has an existing injury parents / carers must fill in an Existing Injury Form.

All persons coming on to the premises have a responsibility to conduct themselves in such a matter that will ensure the health and safety of themselves and others they come into contact with. 
All staff are responsible for working in such a way to ensure their own safety, the safety of the children and others that they come into contact with.

N.B Parents have access to their children records.

CAMERAS, VIDEOS, MOBILE PHONES AND E-SAFETY

We have strict policy on the use of cameras, videos, mobile phones and other forms of IT which includes the operation of such equipment and the use and storage of any images. Our setting is a mobile phone free zone and parents, and visitors are asked to switch off their phone (or not use them) whilst on the premises.

ACCIDENTS
The setting has a First Aid kit on site. In the event of minor injuries, the playworkers are responsible for any necessary treatment. Any accidents and/or treatment will be recorded on an accident form, parents/carers will need to date and sign.

EMERGENCIES
Please ensure that the playworkers have an up-to-date emergency contact number.

BEHAVIOUR AND DISCIPLINE
We encourage the children to behave responsibly, be courteous to each other and to staff. Discipline will be in the form of encouragement and understanding. Should more serious action be required, the child will removed away from the situation until s/he has calmed down. We operate a strict policy of no physical punishment.

We will not tolerate:

1. Aggressive behavior towards other children or staff.
2. Children leaving the site without supervision.
3. Physical or verbal  bullying.
4. Discrimination in any   form.
5. Destruction of property.

We are required to record all incidents that happen at the setting on Incident Forms and parents / carers will be advised as appropriate. These forms are confidential. Parents have access to their child's records. Repeated incidents may result in your child being excluded. Serious incidents involving danger to others may result in your child being excluded without notice.


GOLDEN RULES

Little Gems Afterschool Club has Golden Rules, please see below:

· We are kind and helpful —we don't hurt anybody feelings
· We listen —we don't interrupt
· We look  after property—we  don't  waste or damage things
· We are honest — we don't cover up the truth


COLLECTION OF CHILDREN

Collection of child(ren) procedures, please see below:

· Please ring: 07340355709, so we will get your child ready for collection.
· Monday back entrance.
· Tuesday – Thursday, main reception area.
· Let me know in text or email, if you have someone else to collect your child(ren) for you.
· We will not let your child(ren) leave with someone unless we have permission from you.
· Only people aged 16 years and over (with suitable identification) will be authorized to collect child(ren).
· Staff will sign child(ren) in and out, from register.
· Remember to check that your child(ren) has everything they came in with and anything they’ve made.
· Child(ren) are not able to go back into classroom, to collect items.
· If an emergency arises and you are going to be late, please ring and let us know.

We realize as child(ren) get older you may wish them to return home from school unaccompanied. If this is the case, we are required to obtain from you written consent before such arrangements are able to begin. No child(ren) under 10 years will be allowed to leave the club unaccompanied.


PAPERWORK
We need to have accurate records so please make sure we have the most up to date information. We will have collected the information we need at the beginning of the school year or when your child (ren) first starts. If any details change, especially any of the following: address, mobile number, or doctors’ details. Please get in touch with us as soon as possible.

FEES

· £15.00 per session, per child. Plus £10.00 admin fee

We accept payments by Standing Order, Cheques (made payable to Sheila Kaur), Cash, Kidd Voucher, Sodexo, Edenred, Happy People, Care-4, Computershare Voucher Service, Fidelity Childcare Vouchers, Bath & Northeast Somerset Council, Bristol City Council, Childcare Grant and National Saving.




· 

LATE COLLECTION
In the event of your child not being collected by 5.30pm you will be charged late fee of
£1.00 per minute.

We reserve the right to charge for late collection. Little Gems has to leave the dining hall at 5.30 as the premises needs cleaning.

TAX CREDIT
You may qualify for Tax Credit. You may be eligible for up to 70% of your childcare fees being paid by Tax credit. If you are not sure, if you are eligible for Tax Credit please phone the helpline: 0345 300 3900

POLICIES
Policies are available on request.


EARLY YEARS FOUNDATION STAGE (EYFS)
We are required by Ofsted to meet the requirements of the EYFS for children aged 5 and under. Your child will have a keyworker. Full information about how the EYFS is delivered at this setting and how you can support your child with the EYFS at home is available on request.

DATA PROTECTION (GDPR)
We will keep confidential any personal information that you have supplied on your child and family and store it securely. Little Gems has a lawful basis for holding this information to provide a service to you and you have given us consent to do so. You have the right to see your child/s and your records on request and we will retain them as long as necessary. For more information, please ask for our Confidentiality and Data Protection Policy and Data Audit.

COMPLAINTS
We will work hard to provide an excellent service for your child (ren). Should you be unhappy about any part of our service, please speak to a member of staff and we will resolve it as soon as possible. Should this not be the case we do have a complaints procedure, a copy of which can be made available to you also contact details on noticeboard.

OFSTED ADDRESS:
Application Regulatory and Contract (ARC) Team Ofsted
Piccadilly Gate Store Street Manchester M1 2WD
0300 123 4666


 FEEDBACK
We welcome feedback. Please let us know your views!

If you would like any more information, please don't hesitate to contact us.

We hope your child/ren enjoy their time with us

[image: A blue diamond logo

Description automatically generated]

07340355709	ajnanaki@yahoo.co.uk
BOOKING FOR LITTLE GEMS AFTERSCHOOL CLUB
· A blank copy of the current booking forms will be kept on school premises, in a locked cupboard.
· These forms must be completed by the parents/careers before the child(ren) attends the settings.
· Booking forms should be handed to Sheila Kaur or school reception (Glenfrome Primary School).
· Current completed booking forms are kept in a locked cupboard.
· Once the booking form is out of date, it is archived.
· Parents/carers may complete one form per household, but if there is more than one child it should be clear which sessions each child is attending.
· This setting will only collect children from Glenfrome Primary School.
· If you need to add or change what you have booked, please advise Sheila Kaur.
· [image: ]If you cancel any session for any reason, you do still have to pay. We will invoice you if you have not already paid, and we will not accept advance booking if you owe any money.
I agree to use the setting's booking procedure and pay the fees I owe I confirm that I understand Little Gems After School Club Admissions Policy and Terms and Conditions of Use and how they apply to me and my children. I understand that if I do not keep to these my child(ren) will not be able to come to the setting.

PLEASE CIRCLE, METHOD OF PAYMENT:

	METHOD OF PAYMENT
	PLEASE TICK

	WEEKLY
	

	MONTHLY
	

	STANDING ORDER/TRANSFER LITTLE GEMS AFTERSCHOOL CLUB
20-68-15
63049728
	

	SODEXO
	

	KIDDIVOUCHER
	

	EDENRED
	

	COMPUTERSHARE VOUCHERS
	

	HAPPY PEOPLE
	

	CARE-4
	

	FIDELITI CHILDCARE VOUCHERS
	

	CHILDCARE GRANT
	

	NATIONAL SAVING
	

	BRISTOL CITY COUNCIL
	

	BATH & NORTH EAST SOMERSET COUNCIL
	

	OTHER
	



SIGNED…………………………………….………………………………………………………………………


DATE………………………………………………………………………………………………………………….

BOOKING FORM

Please tick the days you require your child(ren) to be booked in.

	Name of child(ren):

	Week Beginning:

	Monday
	Tuesday
	Wednesday 
	Thursday

	
	
	
	

	Week Beginning:

	Monday
	Tuesday
	Wednesday 
	Thursday

	
	
	
	

	Week Beginning:

	Monday
	Tuesday
	Wednesday 
	Thursday

	
	
	
	

	Week Beginning:

	Monday
	Tuesday
	Wednesday 
	Thursday

	
	
	
	

	Week Beginning:

	Monday
	Tuesday
	Wednesday 
	Thursday

	
	
	
	

	Week Beginning:

	Monday
	Tuesday
	Wednesday 
	Thursday

	
	
	
	

	Week Beginning:

	Monday
	Tuesday
	Wednesday 
	Thursday

	
	
	
	



                   
	Date:



	Print Name:
	Signed:



	
	Please tick if you wish for your child(ren) to be booked in for whole academic year.

	
	Please tick if you wish for your child(ren) to be booked in termly. 
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07340355709	ajnanaki@yahoo.co.uk
CHILD REGISTRATION FORM
This form must be completed by someone with parental responsibility.

	CHILD’S NAME: 


CLASS: 
	DATE OF BIRTH: 

	NAME OF MAIN CARER AND RELATIONSHIP TO CHILD (WHERE THE CHILD NORMALLY LIVES):


HOME ADDRESS: 



DO YOU HAVE PARENTAL RESPONSIBILITY? 


RELATIONSHIP TO CHILD: 
	NAME OF OTHER CARER AND RELATIONSHIP TO CHILD:

HOME ADDRESS: 

DO YOU HAVE PARENTAL RESPONSIBILITY? 

RELATIONSHIP TO CHILD: 

	DAYTIME PHONE NO: 


MOBILE NO: 
	DAYTIME PHONE NO: 


MOBILE NO: 



	PLEASE LET THE SETTING KNOW IF YOUR CHILD IS SUBJECT TO ANY PARTICULAR CARE ARRANGEMENTS OR COURT ORDER, SO WE CAN SUPPORT YOU CHILD IN THE SETTING: 

	OTHER EMERGENCY CONTACT SHOULD WE NOT BE ABLE TO GET HOLD OF THE MAIN CARER/S

	NAME: 



RELATIONSHIP: 
	PHONE NO: 

	NAME: 


RELATIONSHIP: 
	PHONE NO: 

	NAME & TELPHONE NUMBER OF ALL PEOPLE WHO WILL NORMALLY COLLECT YOUR CHILD FROM THE SETTING: 


	NAME:

PHONE NO: 
NAME: PHONE NO: NAME: PHONE NO:

	MEDICAL DETAILS DOCTORS NAME: 


PHONE NO:

	Please give details of any medical conditions/issues (if your child needs prescribed medication you will need to complete a medical care plan/consent before attending the club) 

	Is your child allergic to anything: Yes or No (if so, please give details) 

	Please give details of anything you child cannot/does not eat: 



	Please give details of any other information about your child that we should know (e.g.: emotional or behavior concerns etc.) 

	Is there anything we could provide to help your child feel more welcome? 

	Child's First Language: 

Are there any issues relating to your child's ethnicity, culture, language, religion etc., that you wish the setting staff to be aware of? 

	Do you give permission for photographs to be taken of your child (for internal use only)? 
I consent to my child receiving medical treatment in the event of an emergency from an appropriately qualified
person or persons I understand this requires information to be shared. YES or No (please circle) I consent to Little Gems contacting me by: Phone, email or by post. Yes or No (please circle)

	Please read the following statement carefully and sign the acceptance below:
· I have been made aware and understand that any carers, who suspects that a child in his/her care may been abused or neglected, has a duty to report this to the appropriate authorities. The setting will need to share information with other agencies.
· I accept that: I will abide by the rules of the setting and I will pay the said fees when they fall due.
· 	Neither the setting nor any staff can accept responsibility for my child's possessions or valuable whilst attending the setting.
· If for any reason my child will not be attending the setting, I will let the setting know in advance. I accept that fees will still be payable unless otherwise agreed.
· Setting staff will not release my child to any persons other than those named overleaf unless previously arranged by me.
· My child will be collected by the agreed time otherwise I will be liable for extra charges.
· Only prescribed medicines can be brought to the setting and a health care plan completed in advance. All medication will be stored securely
· I have read and understood the setting information pack and give permission for personal records to be kept in accordance with the General Data Protection Regulation 2018.



SIGNED: 	DATE:
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