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Roseburn After School Club

Parents Handbook
Aims of the Club

Roseburn After School Club (RASC) provides a fun, exciting and stimulating place to play after school giving parents the confidence of knowing their child is well cared for and having fun. 
We provide a happy, caring, and secure environment in which the child can develop self-confidence and self esteem. There are a wide range of opportunities for the children to play, socialise and explore the world we live in. The children are placed at the centre of our activities and are encouraged to make suggestions to influence these activities. Our friendly and caring staff ensure that all children are welcomed and supported according to their individual needs. 
Who can use the club?
The after school club is open to all children who attend Roseburn Primary School, subject to places being available. Places are allocated in line with our admissions policy (see below).
Holiday Clubs

Holiday clubs are run by RASC subject to demand and will be notified in advance via the newsletter along with details of how to register for places.  These are open to all children who attend Roseburn Primary School.  

Hours of Operation

The club operates in the following hours in term time:

After school: Monday – Thursday
 
3.00pm  - 5.30pm


After school: Friday



12:15pm - 5.30pm

Short stay places are available for Primary 1 and 2 children during the following times:

After school: Monday - Thursday

3.00pm - 3.15pm

Term-time closures

Refunds are available for unscheduled short notice school closures (faulty heating etc.)  and other scheduled school closures (e.g. school used as a polling station). Roseburn  Primary School  will usually inform parents of such closures by Parent Mail or parent cascade.
RASC Staff Members

Playleader - Julia Deeprose
Playworkers - Darina Stoyanova, Magda Ziemniewicz, Mariam Gallander,

Michelle Campbell, Valerie Gannon

Contact us
The club may be contacted by any of the following methods:

Telephone
0131 337 8781 (answer machine outside hours)

Mobile
07944 831366 (for contact during Friday trips)

In writing
Roseburn After School Club Committee,



Roseburn Primary School,



Roseburn Street,



EDINBURGH



EH12 5PL

Email
 
roseburnasc@hotmail.co.uk

Website 
www.roseburnprimary.co.uk  - see page under ’Clubs’

Or speak to the Playleader during club hours

Management Committee

Roseburn After School Club is a registered charity run by a committee of parents who volunteer to manage the club.  Parents are encouraged to volunteer to join the management committee at some point during the time their child attends the club. Period of tenure is normally 2 years and we provide full support to enable a smooth handover.  

Please contact the play leader or any of the committee members if you would like more information. The current members of the management committee are:

Chairperson 



Kathryn O’Sullivan 

Vice chair



Ivan Clark

Treasurer 



Linda Gosden





Secretary 



Kris Aitken



Standing orders, Registration 
Kate Walker




Wages, school lets 


Judith Jamieson


Committee member


Jane Stevenson
Admissions Policy

The club is registered with the City of Edinburgh Council for a maximum of 45 children. Every child has to be re-registered annually. Registration and application for existing members will take place after the Easter break and for new members at the AGM which is held in May/ June every year.  Places are allocated in the following order of priority:

· Existing children - same days

· Existing children - different days

· Existing wait list (the Club will accept names onto a waiting list which will operate from the start of the school year in August until 1st April the following year)

· Siblings of current children
· New children
Children will only be admitted to the club after completion of the registration contract (fee payable of £15), child record and medical information forms. Parents will be given a copy of the signed registration contract.

Parents are encouraged to attend the yearly AGM where they are entitled to vote, and stand for election to the management committee.

Club Rules

1. Be friendly and helpful

2. Speak nicely to one another

3. Look after all toys and belongings and help tidy up

4. Always walk carefully inside the club

5. Look after each other

6. Speak softly to one another

7. Always co-operate with staff

These rules have been developed by the staff and children and are the basis of the reward system for good behaviour. Parents, staff and visitors will be expected to follow these rules.

Daily Registration Procedure

At the end of the school day children will be met at the top of the stairs to the dining room, by a member of staff and taken to the club. All other children attending the club will make their own way to the dining room to register.

It is the responsibility of parents and carers to inform the club of any expected absences or changes in arrangements for collection. These changes and absences will be recorded on the daily register and in the daily diary.

If a child who is expected does not turn up, then the play leader will contact the parent(s) to establish the whereabouts of the child.

Collection of children

The club closes at 5.30pm. Parents, or other nominated persons are expected to collect their children by this time (3.15pm where a child has a short stay place). The club is responsible for children until they are signed out, but is not responsible for children outside the operating hours of the club, so please collect children promptly. Parents who frequently arrive late risk losing their child's place at the club.
On registration at the start of each club year, parents will be expected to name who will be collecting their child(ren)  from the club.  Staff will not allow a child to leave the club with anyone other than those named people.

If a parent is unable to collect their child(ren) from the club, and wishes someone else (previously not nominated) to do so, they must inform the club beforehand. The person nominated by the parent will be expected to provide some form of identity.

If a child is not collected by the above closing times, staff will adhere to the following procedure:

· Two members of staff will remain in the club

· An attempt will be made to contact the parent(s). If this is not possible, the emergency contacts will be contacted. If they are unavailable, or unable to collect the child(ren), the staff will contact the emergency social work services to arrange for a safe place for the child(ren) to go to.

· The school janitor will be informed and asked to allow the staff and child(ren) to remain in the club until an arrangement has been made.

· At all times the child(ren) will be reassured, and made aware of what actions have been taken.

If you wish your wish your  child to leave the club unaccompanied, you should inform the playleader in writing, stating the time that the child should be allowed to leave. The playleader will then consider the request and discuss this with you.

Decisions on whether to allow a child to leave the club to travel home unaccompanied are for the playleader to make, taking reasonable account of the  risks. Whilst each request will be considered on its own merits, it is unlikely that the playleader will allow a pupil below P6 to leave RASC alone.
Payment of Fees

Payment is by monthly standing order in advance for both long and short stay places.  The club is registered with a number of childcare voucher providers.  

Cash or cheque payment is not available.

Family registration fee


£15 annual fee

Long stay places: Monday-Thursday
£5.50 per day

Long stay places: Friday


£13:00 per day

Short stay places: Monday-Thursday
£1.60
per day

Holiday Club




£20 per day

A nutritional snack and drink is provided every day for the ‘long stay’ children and at holiday clubs and this is included in the fees. Fees will not be refunded if a child is absent due to holidays or sickness. Fees are reviewed annually by the Management Committee.

Non-payment of fees

Where 1 month’s payment has been missed, a letter will be issued requesting immediate payment. A reminder letter will be issued after the second missed month, which will advise of continuing non-payment and will warn of possible forfeiture of after school club place(s). If no payment is received after 3 months then the after school club place(s) will be forfeited and formal steps taken to recover fees.
Withdrawal of a place at the club

The club aims to provide a service that meets the needs of parents and children. We recognise the demands on working parents and we will do our best to accommodate your needs. However, given the high demand for places the RASC committee reserve the right to withdraw places in certain circumstances which include, but are not limited to, the following:
· Non-payment of fees (see above)

· Persistent unacceptable behaviour by the child, as set out in the Child Behaviour policy
· Repeated absence without notification

· Regular non-use of a place 
· Persistent lateness collecting  children

Administration of Medicines

Members of staff of the club will not normally administer medicines to a child. Children who are on short-term medication will be expected to self-administer any medication that they require, if possible.

Where children have medical conditions that require the administration of medicines regularly, then it may be possible for staff to help depending on the particular circumstances. In these cases a consent form outlining the name of the medication, dosage, time of delivery and any other relevant information must be completed by parents and signed by them, and a member of staff.
Complaints and Comments procedure

Roseburn After School Club is committed to working with parents and to resolving any issues that parents may have, quickly and efficiently. While the club aims to provide a high quality service, the committee recognises that on rare occasions parents may wish to comment or complain about an aspect of the club.

Parents who wish to discuss any aspect of the club can discuss this in the first instance with the play leader. Each comment / complaint will be taken seriously and fully investigated.  The complainant will receive feedback on the outcome and any actions taken.

If the complaint cannot be satisfactorily resolved by the above action, or if the complaint is about the play leader, the complaint must be put in writing for the attention of the management committee. The management committee will deal with the complaint at their next meeting, or within two weeks, whichever is earlier. The complainant will be informed of the decision of the committee and any action taken, in writing.

If the complainant is still not satisfied with response they should write to: 

The Care Commission,

Stuart House, 

Station Road, 

Esk Mills, Musselburgh,

EH21 7PB

Other policies and procedures

The following detailed policies are available on request:

	Play policy


	Child behaviour policy


	Confidentiality



	Secure handing, use, storage and retention of disclosure information


	Child protection guidelines


	Health and safety



	Equality & diversity 


	Roseburn After School Club constitution


	


PAGE  
1
Roseburn After School Club Parents Handbook: Updated January 2010


