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Committed to Equal Opportunities for all

St Peter’s Playscheme

Chapel Lane Rossett Wrexham LL12 0EE

Telephone / Ffon 07958915685 or 01244 570594

Fax / Fac 01244 571813

Email- playscheme381@gmail.com

Dear Parents / Carer,

Thank you for making enquiries about our Wrap Around Care. We provide 4 services, registered with CIW (Care Inspectorate Wales) before/after school club, holiday club, playgroup and Playgroup Plus. Hopefully this handbook will answer some of questions which you may have when considering whether to send your child to St Peter’s Wrap Around Care.

Our Staff are very happy, caring and dedicated who will take great interest in your child. All members are very experienced, trained to meet the needs of the children and hold a current First Aid Certificate.

Please feel free to bring your child to visit Playscheme before he/she officially begins to attend. This will enable you both to become familiar with the routine and activities.

We welcome parental participation and respect any comments which you may have about our Scheme. Please do not hesitate to join us to discuss any maters which may concern you.

Kind Regards

Playscheme Supervisors.
Statement of Purpose

We aim to make St. Peter’s Playscheme a happy caring setting, welcoming atmosphere where children can enjoy a familiar routine. The adults encountered by the children have an important responsibility to model high standards of behaviour, both in their dealings with the children and each other. Whilst we are primarily an English medium setting, in line with St Peter’s School, we do use Welsh incidentally during the day.
As Adults
· We should aim to create a positive play environment emphasising the importance of being valued as an individual within the service.
· We promote, through example, honesty and courtesy, a caring and effective play environment.

· We encourage relationships based on kindness, respect and understanding of the needs of others.

· We ensure fair treatment for all, regardless of age, gender, race ability and disability. We also, we hope to encourage the children to respect the world around them, and their wider environment.

A varied selection of activities is available for all children to participate in, for example:
· Sand / water play.
· Playdough clay junk.
· Baking.
· Table football, computer.
· Playstation.
· Dressing up, listening to music, singing, dancing etc.

· Colouring, cutting out, painting etc.
· Jigsaws, lego, construction sets.
· Barbies, ponies, action men.
· Dolls’ house, castle.
· Learning from film clips or television programmes.
· Dinosaur, wild animal, farm, animal figures.

· Varied selection of boxed games, books etc.

BEFORE AND AFTER SCHOOL CLUB

The after school club can now accommodate fifty six children at any one time with the use of three rooms a school hall and outdoor play areas.

The playscheme session caters for ages 3-11, children who attend nursery class through to year 6. The session is open from 8am to 8.30am and 2.50pm to 5.30pm. 
We run the Welsh Government Free Breakfast Initiative from 8.30am. This entitles children to a free, healthy breakfast before the school day begins. Please note children need to register for this service. 

PLAYGROUP PLUS (ABC)
Our ABC session can accommodate 26 children and caters for ages 3 and 4, who attend our nursery 11.30am to 2.50pm.

At lunchtime parents can choose whether they would like their child to   have a school cooked dinner (charges apply) or bring a packed lunch.  Please note school dinners are only available in term time.

HOLIDAY CLUB
Our holiday club caters for children aged 3 – 11 who attend nursery class through to year 6 at our school. Children who are registered to join St Peter’s nursery in the following September will be allowed to attend the holiday club over the summer if they already have an older sibling familiar with attending school Playscheme facilities. 

The sessions are open from 8am – 5.30pm. Morning session available from 8am to 1pm and afternoon session 1pm – 5.30pm or all day 8am to 5.30pm. Any session over 5 hours is classed as all day.
PLAYGROUP

Our Playgroup caters for children ages 2.5 – 3.

Sessions currently operate term time Tuesday and Thursday from 9am to 11.30 am. From January each academic year we can also open on Mondays and Wednesdays to allow application for Early Years Funding.

The playgroup is registered with Wrexham County Borough Council to receive Early Years Funding and therefore is subject to Estyn Inspection.
The services are inspected annually for standards and quality of care by C.I.W. (Care Inspectorate Wales) Government Offices, Sarn Mynach, Llandudno Junction LL31 9RZ. Tel 03000628800.
Supervisors provide a variety of stimulating and fun activities and there is a quiet area for children who do not wish to be so active. If children wish to do homework, Supervisors provide an area where this can be done in relative peace and quiet. Children are encouraged to take part in all activities with his / her development and enjoyment as priority.

Play is central to all activities as we know it to be the main way children learn. Through play children develop physically, intellectually, emotionally and socially. Staff provide the opportunities for play experiences which will support, stimulate and structure the child’s learning.

A list of possible activities is on display on the parent’s notice board along with other useful information to read.

[image: image2.wmf]
Staff
The staffing ratio is 1 adult for 8 children. The rule is strictly adhered to. For playgroup Ratios change with age for those under 2, 1 adult for four children for those over 3 we maintain a ratio of 1 adult to 8 children.
Present Staff

     Liz Davies


Senior Supervisor /Co-ordinator
Sonia Fueredi Goodlett
Supervisor (playgroup)
Beverley Vernon

Supervisor


Sabrina Kirkbride

Supervisor
Janet Dolan


Supervisor
Sophie Furedi


Assistant supervisor

Claire Roberts


Assistant supervisor

Fiona Norman


Playgroup Supervisor

Stephanie Shone

Playgroup Assistant

Leanne Jones 


Playgroup Assistant

The running of Playscheme is over seen by a Management Committee they meet on a termly basis. Mrs L Davies, as Senior Co ordinator also attends these meetings.

The Management Committee chair can be contacted c/o the school office.

Admission Policy
The following policies are our core policies. Full policies are available for you to read.
The after school Playscheme is open to any child attending St Peter’s School.

Holiday Playscheme is open to any child attending St Peter’s, including Playgroup Plus-ABC, pending the staff / children ratio at the time.

For playgroup all children can be considered for a place.

No child shall receive less favourable treatment on the grounds of race, colour, ethnic or natural origin, religious beliefs or the ability to pay.

In order to ensure fairness in the allocation of places the following criteria will be put into consideration:-
If places are limited, siblings of children who are already attending will have priority over others, followed by children who book for every day of the week.

While available places exist, these will be allocated on a first come, first offer basis.

Provision will be made for social services, employer or other sponsored places.

Admission forms showing child’s registration details must be updated regularly.
If the Playscheme is over subscribed a waiting list will be kept and administrated by the Senior Supervisor / Co-ordinator. 
The management committee reserves the right to refuse admission to any child whose behaviour is, in our opinion, not in the best of interest to other children’s health and safety (this course of action would only be implemented once our agreed procedures for tackling behaviour problems have been exhausted.
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Behaviour
St Peter’s Playscheme has a comprehensive Disciplinary Policy which is on display on the parents Notice Board also a written set of Rules for children attending the scheme

Acceptable social behaviour is encouraged by staff acting as role models and displaying considerate attitudes. Unacceptable behaviour is quickly identified and dealt with positively. Reasons are always explained to the child involved and good behaviour is always praised.

We will not tolerate, hitting, spitting, swearing or bullying. Slapping or smacking is forbidden.
Unacceptable behaviour will be dealt with by the Supervisor
If the child continues to misbehave and is causing disruption to the running of our scheme, then the Co-ordinator will discuss the matter with the parent / guardian and the registered person and a loss of privileges will be used. The parent will then be aware of the gravity of the situation and the possibility that the child may be excluded from the club if his / her behaviour does not improve.
If there has been no improvement the parents / guardian will receive written notification that exclusion is under consideration. Final action will be exclusion from the Playscheme.

Collection of the children

Your child / children may only be collected by the people you have listed on the registration form. If someone else will be collecting please inform the Supervisor beforehand. If we have had no notification we will have to contact you.

When collecting your child you will have to sign the signing out book.

Playscheme is open until 5.30 pm. If you are delayed for any reason please contact us as soon as possible.

Health and safety
St Peter’s Playscheme has a Health and Safety Policy, a copy of which is on the Parents’ Notice board. 

Staff need to be aware of any special health conditions which a child may have. Appropriate care can then be made available (in consultation with the relevant parent).

Please do not send your child to Playscheme if he / she is unwell. Should illness occur and your child is booked into Playscheme you must inform the school and cancel the booking.
If a child were feeling unwell the parent will be contacted and asked to collect the child as soon as possible.
If the child’s condition worsens to such an extent that Supervisors are seriously concerned that urgent medical treatment is required, after notifying the parent / carer, an ambulance will be called to take the child for such treatment.

If a child is exposed to a communicable or infectious diseases we would appropriate the parents co-operation and ask them to contact us so that other vulnerable children can be notified if necessary. The service makes reference to ‘Guidance on Infection Control in North Wales’ from Public Health Wales.
A first aid box is available and the contents are checked and up to date. All members of staff have an up to date first aid certificate.

[image: image4.png]



Child Protection Procedures
All staff are fully conversant with Child Protection procedures and have attended relevant training. St Peter’s first responsibility is to the child and there is an action plan that will be taken following a suspected case. Agencies who can be contacted;
a) Child Protection Team Duty Social Worker out of hours - 01745 331103 Wrexham - 01978 291422.

b) Police phone number – 01492 517171.

c) NSPCC 01978362383.
d) Care Inspectorate Wales–03000628800.
Equal Opportunities
We recognise that certain individuals in our society are discriminated against because of their race, colour, ethnic or national origin, gender physical sensory or medical disability, marital status, age, social class, religious belief, sexual orientation, employment status and if they are HIV positive.
We are strongly committed to positive action to remove / counter discrimination in all aspects of our work, in the way we work with the children, families and others.

Activities will not be organised according to gender. In purchasing games and equipment staff will be aware of the need to demonstrate no discrimination in their use.

All children will be encouraged to take equal responsibility for tidying, learning and caring tasks in addition to physical tasks e.g. moving chairs etc. It is recognised that the behaviour and attitudes of all staff is important as role models. All personnel are encouraged to be aware of others and to show consideration and courtesy to all.
Confidentiality
Each member of staff signs a confidentiality clause. This is to ensure that anything which may be witnessed by staff or anything which maybe told to the staff either concerning or by parents / children will be dealt with in the strictest of confidence.

Induction procedures
All parents and children are encouraged to visit us before the child officially begins to attend, this enables both to familiarise themselves with the activities and routines available. Infant children are collected daily from their classrooms and escorted to the Playscheme by a Supervisor.

All playschool children will be allocated settling in days prior to their official starting day, parents can remain with their child in the setting but this will depend on how the chid takes to the setting.

If necessary junior children will be collected on their first few visits but usually their friends are only to keen to act as escort. Staff are aware that new children may be shy and hesitant and such children will be treated sensitively. A designated member of staff will monitor a new child induction providing support where necessary. Liaison with parents is important and staff will ensure that parents will be informed how their child has settled.

Administration of Medicines
We can only administer prescribed medicines after completion of a medicine form. The medicine must be in the original containers marked with the child’s name, accompanied by the relevant list of side effects. A Supervisor will administer the medicine as stated on the form.
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Health Eating Policy
At St Peter’s we try to encourage an interest in healthy eating amongst the children

Snacks are offered to the children as they arrive at Playscheme. These are varied and change daily.
There is a menu, a copy of which is available for parents on request.
All drinks will be juice based and sugar free.

Milk and fresh fruit is also available. If any child has a specific dietary requirement, parents should consult with the Senior Supervisor.
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Complaints Procedure

St Peter’s Playscheme aims to provide a high quality, efficient and accessible service to parents and children. The way we work is reviewed regularly. However from time to time a parent or child may feel that they have a complaint against some aspect of our club, or an individual member of staff. Usually it should be possible to resolve any problems as soon as they occur. If not, then you should follow the formal complaints procedure set out below.
Informal stage.

Initially speak to the Supervisor, if you prefer to do this outside of normal Playscheme hours, please arrange a convenient time. The Senior Supervisor will make every attempt to resolve this matter.

Stage One.
First – put your complaint in writing to the Co-ordinator / Senior Supervisor. Full details along with names and dates should be included, letting us know what it is you are unhappy about.

Second – we will acknowledge your complaint as soon as possible and fully investigate the matter within fourteen days. If there is a delay, we will advise you of the reasons. We will keep you up to date with what is happening and give you a full reply. The response you receive will be copied to the member of staff concerned, with recommendations for any action to be taken, and the matter will be reported to the management committee. If you are not satisfied with the outcome, you can ask the Co-ordinator to refer the matter to the next stage.
Stage Two
The club Co-ordinator will refer the complaint and response to the management committee. The committee will investigate the matter with the response at a specially convened meeting. The chair of the management committee will send a reply within four weeks outlining how the complaint was investigated and detailing the outcome. Individual members of staff have the right to reply to any complaint at any stage. The decision of the management committee is final. The Care Inspectorate can be contacted at their North East Wales Regional Office, Government Office, Sarn Mynach, Llandudno Junction L31 9RZ. Telephone number 0300 790 0126.
Wrexham Family Information Service can offer support and advice. Tel 01978 292094

Playscheme Rules and Procedures

We abide by the overriding principles of ‘Listen, Respect and Persevere’ when adopting our rules and procedures.

Charges  (as of Summer 2017)
	
	First child
	Second Child

	8.00 am – 9.00 am
	£3.00                  
	£2.50

	11.30am - 2.50pm
	£9.50
	£9.00

	2.50 pm – 4.00 pm
	£3.00
	£2.50

	3.00 pm – 4.30 pm
	£4.25
	£3.75

	3.00 pm – 5.00 pm
	£5.50
	£5.00

	3.00 pm – 5.30 pm
	£6.50
	£6.00

	
	
	


If a child is booked into playscheme (including ABC) and does not attend full payment will be required.  24 hours’ notice of cancellation is required.
Holiday Club £20 full day £18 second child  (£12.50/£11.00 half day)           
Playgroup charges are £10 per session paid half termly.

Jan 2018

St Peter’s Playscheme & Holiday Club
July 2017

St Peter’s strives to ensure that Playscheme and Holiday Club provides a cost effective, reliable service in order to do this the following changes will apply to St Peter’s Playscheme & Holiday Club effective 1st September 2017 

Notice of Cancellation
· If your child is scheduled to attend Playscheme and no longer needs to the place you are required to give five (5) days notice to the Playscheme Supervisor of cancellation. If you fail to cancel a full session will be charged (£6.50 first child)
· All cancellations must be made directly by the parent to the Playscheme Supervisor. 

Unexpected Absence
· In the event your child is unwell and is not attending school it is your responsibility to ensure that the Playscheme Supervisor is informed. Please make certain when you contact the school office notify them of absence from school you also advise that your child is booked into Playscheme on that day and will not be attending.

Late Collection

· In the event that you are late collecting your child from ABC, Playscheme or Holiday Club the following charges will apply:

	First 15 minutes late
	£10

	Every 15 minutes thereafter
	£5


After School Activities
· If your child attends an activity after school (choir, football, cricket etc.) the place reserved for your child to attend Playscheme is charged in line with hourly rates. Playscheme charges are not pro-rated as a result of attending extra curricular activities
Changes to Fees

· The cost of Playgroup Plus (ABC) which accommodates 3-4 year olds will increase to a cost of £10 per session (session time 11:30am – 2:50pm) 

· Holiday Club cost will increase to £20 per session (session time 8:00am – 5:30pm) for the first child, £18 for siblings. Half day costs will increase to £12:50 first child, £11 for siblings.

Payments

· Bills are issued monthly; from the date of issue payment is required no later than 10 days from the date issued. Late payments will incur a £10 administration fee

· Cheques will no longer be accepted as a form of payment. All payments should be made electronically where possible. 
· If you are experiencing difficulty making a payment by the required date or you have a query with your bill please contact the Playscheme Supervisor on the date the bill is received 

None payment of fees is unacceptable and may result in your child losing their place at Playscheme, or payment may be requested in advance. 

………………………………………………………………………………………………….
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St Peter’s School Playscheme & Holiday Club

Parent Playscheme Agreement
Children/ Child’s Name/s………………………………………………………………………………. ………….…………………………………………………………………………………………………

Having received and read the information regarding payments and cancellations I confirm I will abide by these procedures.

Name……………………………………………………………………………….

Address ………………………………………………………………………………………………….
………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………

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

Date…………………………………………………………………………..

Please retain the information sheets for your records and return this sheet to Playscheme as soon as possible and certainly prior to using the service.
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