
St Mary’s Catholic Primary Academy 

Reflecting the love and faith of Mary in all that we do. 

 

After School Club Terms and Conditions 

1. Aims 

We aim to provide a high quality childcare service which meets the needs of both 

parents/carers and children, under the supervision of the Headteacher and the Academy 

Trust.  

For parents/carers this means knowing that your child is safe and happy in a club that 

is reliable and offers a consistent service.  

For a child this means an environment that is safe, supportive, encouraging, challenging, 

a place to be with friends and make new ones, try out new activities, to relax, to have fun 

and enjoy. 

Parents/carers are expected to give their support and encouragement to the aims of the 

After-School Club and to uphold and promote the After-School Club’s good name and 

ensure that appropriate standards of punctuality, behaviour, discipline and hygiene are 

maintained. 

The After-School Club is managed and supervised by our own staff, all of whom have DBS 

Registration and are employed by the Academy Trust. 

 

2. Entry to After-School Club 

Registration: 

Once the contract (available on the School Website or from the School Office) has been 

completed, signed and returned to us a child will be registered with our service. 

A Registration Form (available from the School Website or from the School Office) MUST 

be completed on the first occasion the provision is used. This is the same form used for 

Breakfast Club Registration. 

(a) Booking a place and Payment of Fees: 

• A place can be booked by completing a booking online (School Money App) and 

must be paid in advance unless you are using your work place voucher scheme 

(please speak to Mrs Maseela in the school office to arrange this) 

• If you use any other type of scheme (having agreed this with the school in advance) 

and there is a balance/percentage that needs to be paid by you this balance must 

be paid within 72 hours of you receiving our payment text – failure to pay will 

leave you unable to use the service until payment has been made. 

• For regular users the minimum booking period is a block 4 School Weeks (20 

school days) at a time. This can of course be a combination or variety of days each 

week. 

• Bookings MUST be made 1 week before the end of the previous block of bookings.  

• Ad hoc bookings must be done by 4pm the school day before the place is required. 

 



• Emergency (on the day) bookings can only be made via the school office – as the 

online system does not allow you to book on the day – you will be asked to pay 

via card over the phone at the time of booking (or) by voucher (if you use the 

scheme) 

• No pupil can attend the After School Club without a booking. Once a place 

has been booked a charge will be incurred for that place unless the cancellation 

policy has been followed. 

 

(b) Items Covered: 

Fees cover meals (after 4.30pm), small snacks, activities, toys & equipment and childcare. 

(c) Activities: 

• There will always be a choice of activities for children to get involved in. 

• There will always be an option to do Homework. 

• There will always be an option for younger children to ‘chill-out’ in a quiet corner of 

the room. 

• TV and video access will be limited. 

• On occasions children who don’t normally access the Club may be offered the 

opportunity to join ‘Themed Nights’ for which they will pay a premium above the 

charge which may have to be levied from regulars. 

• On occasion an external contractor may be brought in to run a specialist activity. 

These contractors will always be vetted and DBS checked by the school. 

(d) Responsibility for payment: 

Fees are the responsibility of each person who has signed the Booking Form or who has 
parental 

responsibility for the child. 

 

3. Cancellation, Withdrawal and Fees in Lieu 

(a) Cancellation Policy (Regular Users): 

If parents/carers no longer wish their child to attend the After-School Club on a regular 

basis they must notify us at least one month (20 school days) in advance. Failure to do so 

will incur payment in full, whether the sessions are attended or not. 

(b) Sickness / Absences: 

If your child is unwell and is unable to attend After-School Club please telephone the 

School Office or the Club Staff (Contact Number on the School Website) to advise us as 

soon as possible and preferably before 12pm that day. Children may not attend the After-

School Club if they have been absent from school on the same day. If your child is unwell 

you will not be charged for the session.  However, it is your responsibility to amend 

subsequent bookings if your child is off consecutively. 

(c) Other Absences: 

If you have booked a session for your child and he/she does not attend that session you 

will be charged in full unless the absence is notified to us 48hrs beforehand. 



Parents/carers may be required to remove the child temporarily or permanently if the 

conduct of the child is unacceptable and it appears to the staff that the continued presence 

of the child is incompatible with the interests of After-School Club. There would be no 

refund of fees in these circumstances. 

 

4. Opening Times: 

The After-School Club hours are from 3.30pm to 5.45pm during school term time (please 

note the Club will not run on INSET days or during the School Holidays). The Club closes 

at 5.30pm on a Friday. 

Children collected before 4.30pm only need to pay £4. If they are in the provision from 

4.30pm onwards they will be charged £8 in total.  

Older children (KS2) will normally make their own way to the provision from their 

classrooms. KS1 children will be collected or dropped off by school staff. They may only 

attend if their name is on the Bookings List for that night. 

Additional charges will be imposed where a parent or carer fails to collect a child by the 

closing time of 5.45pm (Mon - Thur) and 5.30pm on Friday. The fine will be £10 for every 

additional 15 minutes (or part thereof) past the normal closing time. Parents wishing to 

avoid this charge MUST inform us immediately they are aware they will be late via the 

Club Telephone Number (See website). If this happens the Headteacher will consider the 

circumstances involved and may wave the charge at her discretion. 

 

5. Access: 

Collection from the club will be through the KS1 Playground Entrance and Y2 Doors. 

Parents can use the Door Bell to attract attention from the staff.  Parents will be given any 

messages, newsletters, notes etc., from the class teacher or the school at this point. 

 

6. Emergency Closures: 

If the school site is deemed to be unsafe for any reason, parents will be contacted about 

any closure or early collection as soon as possible via. our Twitter feed and texting service. 

Information will also be posted on our School App and the School Website.  Fees will be 

refunded for any lost sessions. 

 

7. Severe Weather: 

The Club will always try to be open on the first day of bad weather even if this requires 

staff to wait for children to be collected past the normal closure time.  On these exceptional 

occasions no charge will be levied but a ‘Thank you’ would be appreciated!  ☺  

If the school is closed on further days the information will be on the school’s website, 

Twitter feed, texting service, School App and the School Website. Fees will be waived in 

these circumstances and bookings will be credited forward. 

 

8. The child’s health: 



Parents/carers must inform school if the child has any known medical condition or health 

problem or has been in contact with infectious diseases. Parents/carers must comply with 

the exclusion guidelines set by the Health Protection Agency: 

http://www.publichealth.hscni.net/publications/guidance-infection-control-

schools-and-other-childcare-settings-0   

or can be obtained from the School Office.  

If a child is sent home from school during a day on which he/she is meant to be attending 

the After-School Club no charge will be made for the missed session that day. However, it 

is your responsibility to amend subsequent bookings if your child is off consecutively. 

 
 

9. Parents/carers Authority 

Welfare of the child: 

After-School Club staff are employed by the school and will follow school policy in the 

event of an accident or emergency. In an emergency the staff will in the first instance use 

the contact telephone numbers provided by parents when the Club is used for the first 

time, but may also use records held in the school on our data system, so please ensure 

both records are always up-to-date. The Club staff are First Aid trained. 

Accidents: 

All accidents are documented in a standardised accident book which is also used in 

school. The information will be passed to the class teachers. 

If your child reports having banged their head but there is no physical mark, we would 

still send you a ‘Banged Head’ note.  

Loss of property: 

After-School Club will not be liable for loss of property brought onto the premises by 

parent/carer or child. 

 

10. Policies 

St Mary’s After-School Club follows all policies and procedures of St Mary’s Catholic 

Primary Academy unless otherwise stated in these or subsequent terms and conditions. 

 

11. Discipline: 

The parents/carers hereby confirm that they accept the authority of the managers and 

staff to take all reasonable disciplinary or preventative action necessary to safeguard and 

promote the welfare of each child and the After-School Club community. The Club will 

follow the whole school Behaviour Policy which incorporates the anti-bullying policy and 

racial equality policy. 

 

12. Child Protection/Safeguarding: 

http://www.publichealth.hscni.net/publications/guidance-infection-control-schools-and-other-childcare-settings-0
http://www.publichealth.hscni.net/publications/guidance-infection-control-schools-and-other-childcare-settings-0


To ensure the safety of all children, the After-School Club staff have an obligation to pass 

on any concerns related to child protection issues to the appropriate agencies. The school’s 

Designated Safeguarding Lead (DSL) is Mrs Walker, the Deputy DSL are Mr Morley, Mrs 

Dyson and Mr Dyson. 

Club staff have annual Safeguarding Training. 

 

13. Confidentiality: 

Parents/carers agree to inform the Headteacher or any other member of the Safeguarding 

Team of any information necessary to safeguard or promote their child’s welfare or avert 

the risk of harm to their child or other person. 

After-School Club staff will be informed by the school Safeguarding Team of sensitive 

issues concerning the child on a ‘need to know’ basis. 

 

14. Photographs/Video: 

Photographs/video of the children may be used in the Club’s promotional material such 

as press releases, Twitter feed, School App and School Website. Parents/carers who do 

not wish their children’s images to be used in this way should ensure that this is recorded 

in the School Office. 

15. Insurances: 

After-School Club undertakes to maintain those insurances which are prescribed by law. 

The Club is covered by the school’s insurance. 

16. Complaints: 

Parents/Carers who have cause for complaint in relation to any matters of quality, safety 

or care must inform staff without delay. The Complaints Policy of the After-School Club 

falls under the school’s procedures for making a complaint. 

 

                                                                                                                                                                       

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

St Mary’s Catholic Primary Academy 

Reflecting the love and faith of Mary in all that we do. 

 

AFTER SCHOOL CLUB TERMS AND CONDITIONS 

 

Name of child ______________________________________________________________ 

Class   ______________ 

 

I confirm that I have read and understood the terms and conditions of the Hang Out Hub 

After-School Club and will adhere to them. 

 

 

Signed ___________________________________________________ parent/carer 

Date   ___________________________________________________ (2026/2027) 

Emergency Contact Number ___________________________________ 

 

(Please sign and return this to the school office – Thank you). 

 

 


