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WELCOME  
 
I am delighted to welcome you to our warm and friendly before and after school provision, Wide Awake and Mini Explorers Clubs.  As an extension of our school day, your children will be looked after by our caring staff and offered wonderful opportunities to enhance their learning through a wide variety of activities and to promote physical development.   
 
This handbook provides a brief guide for families using our wraparound services and will be updated as required.  Where updates are made, we will, of course, inform you.   
 
I look forward to seeing your children enjoy our before and after school clubs and welcome any feedback you may have.  Similarly, if you have any questions, do not hesitate to ask.   
 
Best wishes  
 
 
 
 
Sally Beardsley  
Head Teacher  
 
 
 
 
 
 
 
 
 
 
 
 
 
CONTACT US: 
 
William Lilley Infant & Nursery School 
 
7:30am to 8:30am:  07704 061 172 
 
8:30am to 3:30pm:  0115 917 9277 
 
3:30pm – 6:00pm:  07704 061 172 
 
  
 	 


SCHOOL VISION  
We are a nurturing, inspirational family who are determined to succeed. 
 
MISSION  
As our school vision is to nurture and inspire our children to develop a determination to succeed, we have made a deliberate commitment to ensuring that children enjoy an engaging, purposeful and enjoyable wraparound, in which they can experience a wealth of opportunities.  Our wraparound care provides highly positive, memorable experiences which offer rich opportunities for high quality play and learning.  
  
GOALS 
The clubs aim to provide a child focussed and flexible service that is both affordable and accessible.  The clubs aim to promote high aspirations for all and a love of learning through rich and creative activities, which is rooted in fun, engaging and playful first hand experiences.  The staff team will support your children having the very best start and end to their day and will provide a child- focused stimulating environment for children to learn and develop.  The provision will be made available to all children who attend the school.   
  
THE TEAM  
There are currently five members of staff.  
 
· Our Head Teacher has overall responsibility.   
· Our Wraparound Club Manager has responsibility for managing the out of school provision.   
· Our Playworker supports and deputises for the Club Manager.   
· The School Office have responsibility for bookings, processing payments and financial matters.   
 
There may also be from time to time additional staff depending on the number of children we have and expected ratios.     
 
Our team will support your child having the very best start and end to their day. All club staff are trained to Level 1 Safeguarding and a member of the club team has completed Paediatric First Aid Training.   
 
BOOKING YOUR CHILD’S PLACE  
Bookings and payments are made in advance for the following half term.  Parents who would like their children to attend our Wide Awake and/or Mini Explorers club are invited to make reservations on our booking and payment System; SchoolMoney. Bookings will be ‘released’ half-termly and you will receive notification when they become available.  

All payments should be made at the time of booking on the SchoolMoney app using a credit/debit card or through the childcare voucher scheme.  For those paying with childcare vouchers the Ofsted registered number you will need is 122551.  We ask that parents arrange for monies to be transferred to your childcare voucher scheme before bookings are made.  

Payments made via childcare vouchers will be reflected on your SchoolMoney account by the school office team once the payment is received in the school bank account.  .  Receipts will be issued once payments have been received.  
Parents and carers are asked to ensure their account is up to date and, ideally, in credit at all times. Where no payment is received the school reserves the right to refuse admission.  

TAX FREE CHILDCARE AND CHILDCARE VOUCHER SCHEMES  
SchoolMoney is not able to accept payments from voucher/tax free childcare schemes; if you are planning to pay for the club through your employer’s childcare vouchers or the Government’s Tax Free Childcare Scheme please continue to use these schemes to make payments straight into the school bank account.  Unfortunately, nursery parents are not able to use their 15 or 30 hour nursery funded hours entitlement as payment.  We will transfer your payments to your SchoolMoney account for you.  The school bank account is detailed below: 
 	 	 	 	 
 	 	 	 	Account name:  	NCC re William Lilley 
 	 	 	 	Sort code: 	 	20-63-36 
 	 	 	 	Account number: 	33077098 
 
Please note there are limited spaces available and we can only guarantee your child’s place when you have made the booking and payment has been received.  Please contact the School Office with any financial queries during school hours on 0115 917 9277 or outside these hours via email to office18@williamlilley.notts.sch.uk.  
 
PRICES AND OPENING HOURS  
Wide Awake Club 
	07:30 am until the start of the school day  

Mini – Explorers Club  
	£6.00 
	Includes breakfast  

	3:15 – 6:00pm  
	£12.00 
	Includes light snack 


 
Governors will review our fees annually and one term’s written notice will be given of any changes.  

GETTING TO WIDE AWAKE CLUB  
Wide Awake Club is open from 7:30am.  Unfortunately, we are unable to welcome children before this time.  To access Wide Awake Club, parents are asked to use the door inside the school gates and to the left (not the main school entrance).  Please ring the doorbell and a member of the Wide Awake Club team will be with you.  Your child will be escorted to the appropriate area of school at 8:45am, where they will be supervised and handed over to their class teacher when the school bell is rung.   
 
GETTING TO MINI-EXPLORERS  
Children in all year groups will be collected from their classrooms at the end of the school day by a member of the Mini-Explorers team and taken to their base, the Rain Forest room.   
  
COLLECTING YOUR CHILDREN FROM MINI-EXPLORERS 
Mini-Explorers will close promptly at 6:00pm and as such we appreciate all children being collected by this time.  To access Mini Explorers, parents are asked to use the door inside the school gates and to the left (not the main school entrance).  Please ring the doorbell and a member of the Wide Awake Club team will be with you.  When you collect your child you will be asked to sign him/her out and mark the time of collection.  This is essential as the register will be used as a checklist in case of fire. Only nominated adults will be allowed to collect children from Mini Explorers, where this may change prior to 3:30pm please call the main school number (0115 917 9277) with the name of the person collecting.   

LATE COLLECTION  
If for any reason you are delayed please telephone us so that we are aware you are going to be a few minutes late.   A late pick up charge is applied after the first incident per year.  After the first incident, the parent/carer is advised that they will be charged for any late collections going forward for the remainder of the school year. Our late collection charge is £1.00 per minute.  This is a contribution towards the additional hours that staff are required to care for your child.  Persistent late collections may result in the withdrawal of this service for your child.  
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UNCOLLECTED CHILDREN  
We have the highest regard for the safety of the children in our care from the moment they arrive to the moment they leave. At the end of each session we will ensure that all children have been collected by their parent/carer or designated adult in accordance with our arrivals and departure procedures.  There is a procedure in place for dealing with uncollected children whereby measures are taken to contact the parent, carer, designated adult and emergency contacts.  In extreme circumstances where none of the listed contacts are available, we will contact Nottinghamshire County Council Children’s Services Team.   
 
CANCELLATIONS  
In the event of absence due to illness or closure of William Lilley Infant & Nursery School, payment of the session will be carried forward to the following half term or refunded.  Other absences, (such as for holidays during term time or change of plan at short notice) will not be refunded.   
 
FOOD  
Food provided at the clubs will be healthy and nutritious and prepared on the premises by staff. All food and drink will comply with dietary requirements and with the school’s status as a “Healthy School”.  At least one member of staff holds a current Basic Food Hygiene Certificate.  Fresh drinking water will be available to children at all times. 
 
For breakfast, children will be offered cereal, toast with a variety of spreads, fresh fruit and water. 
 
After school children will be offered a light snack.  The Mini Explorer menu is on a three –week cycle and will be reviewed each half term.  Menus will be displayed each week and we will be open to suggestions from children and parents.   
 
If your child has any allergies or dietary requirements please ensure that these are added to your registration form.  Please feel free to discuss any special food requirements your child may have with the Club Manager.   
 
BEHAVIOUR  
The children attending our before and after school clubs are expected to demonstrate our school values and the standards of behaviour outlined in our school behaviour policy, which can be found on our website.   
 
 
SPECIAL NEEDS  
We are aware that some children have special educational needs and/or physical disabilities that require support and assistance.  We are committed to taking appropriate action to make sure that all children are able to access our service and are made to feel welcome and that our activities promote the welfare and development.   
  
MEDICATION  
Medication will only be administered if prescribed by the child’s doctor clearly stating the child’s name, date of birth, name of medication and dosage to be given.  As per school policy, medication will only be administered if prescribed 4 times daily.  Written consent and medication detail must be provided beforehand by the parent on the appropriate medication forms.  Written records will be kept of all medication administered.   
 
Where medication is required and kept in school, this will be taken from the classroom to the club and then returned to the classroom at the end of the session.   
  
ACCIDENTS AND FIRST AID  
Every precaution is taken to ensure the safety of children at all times, and the club is fully insured.  Our staff are trained in first aid and a first aid kit is kept on the premises.  A travelling first aid kit will be taken when staff take children for outdoor play and will be subject to the same checking procedures as the main first aid kit.   
 
If your child has an accident whilst in our care, we will ensure parents are informed.     
  
POLICIES  
Wide Awake and Mini Explorer clubs follow the school policies on Child Protection, Behaviour, Supporting Pupils at School with Special Medical Needs and the Administration of Medicine, Health & Safety, SEND Policy, Physical Intervention, Intimate Care, Managing Conduct of School Staff, Data Protection, Complaints, Emergency Plan, E Safety, Offsite Visits and Code of Conduct. 
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