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1. Introduction 

Mulberry Silverdale Primary is committed to providing a safe, inclusive and welcoming environment for children beyond 

the normal school day. 

The After School Club forms part of the school's wider wraparound childcare provision. It provides children with a safe 

and enjoyable environment after the end of the school day while supporting families with their childcare needs. 

The provision reflects the school's commitment to equity, excellence and empowerment and its values of being 

Ambitious, Courageous, Determined, Dynamic, Inspirational and Resilient. 

The school recognises that high-quality wraparound childcare should be dependable, safe, inclusive and responsive to the 

needs of children and families. Current DfE guidance identifies wraparound childcare as provision before and after the 

conventional school day and emphasises the importance of sustainable, high-quality provision. (GOV.UK) 

The After School Club will operate as part of the school's safeguarding and pastoral framework and will complement, 

rather than replace, the school's educational provision. 

This policy should be read alongside the relevant Mulberry Silverdale and Mulberry Schools Trust policies, including: 

• Child Protection and Safeguarding Policy 

• Behaviour Policy 

• Attendance Policy 

• Collecting Children from School at the End of Day Policy 

• Allergy Policy 

• Food Policy 

• First Aid Policy 

• SEND Provision Statement/Information Report 

• Equality Policy 

• Contributions and Charging Policy 

• Complaints Policy 

• Intimate Care Policy 

• Restrictive Intervention Policy 

• Health and Safety arrangements 

• Online Safety Policy 

• relevant Mulberry Schools Trust policies and procedures. (Mulberry Silverdale Primary) 

2. Aims 

The aims of the After School Club are to: 

1. Provide children with a safe, secure and welcoming environment after the school day. 

2. Provide reliable wraparound childcare that supports the needs of families. 

3. Promote children's wellbeing and positive relationships. 

4. Provide opportunities for children to play, socialise, relax and participate in enriching activities. 

5. Provide appropriate food and refreshments. 

https://www.gov.uk/government/publications/school-age-childcare-guidance-for-schools?utm_source=chatgpt.com
https://mulberrysilverdale.org/policies/?utm_source=chatgpt.com
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6. Ensure that children with SEND and additional needs are appropriately supported. 

7. Maintain robust safeguarding arrangements throughout the provision. 

8. Promote the school's expectations of being Ready, Respectful and Responsible. 

9. Provide a calm and positive end to the school day. 

10. Ensure that children are safely handed over to an authorised adult at collection. 

11. Operate the provision in accordance with relevant legislation, DfE guidance and Mulberry Schools Trust 

requirements. 

3. Scope of the provision 

The After School Club is available to pupils attending Mulberry Silverdale Primary, subject to the school's published 

arrangements, capacity and booking procedures. 

The club is intended to provide childcare rather than formal teaching or an extension of the school curriculum. 

Children will have opportunities to: 

• play; 

• socialise; 

• read; 

• complete quiet activities; 

• participate in creative activities; 

• undertake construction and games; 

• spend time outdoors where appropriate; 

• eat and drink; and 

• relax following the school day. 

Activities will be suitable for children's ages, abilities and individual needs. 

4. Hours of operation 

The After School Club operates after the normal school day and until 6:00pm. 

Children must be collected by 6:00pm unless an alternative arrangement has been agreed in advance with the school. 

The club will operate during term time on days when the school is open, subject to the school's published calendar and 

any exceptional closure arrangements. 

The school may need to suspend or amend provision in exceptional circumstances, including severe weather, 

emergencies, staffing issues, health and safety concerns or other circumstances outside the school's reasonable control. 

Parents and carers will be informed of any planned changes wherever possible. 

5. Administration and contact arrangements 

The After School Club administration is managed by Jodie Marchant-Hall 

Jodie's working hours for After School Club administration are: 

Monday to Friday, 9:00am to 1:00pm. 

During this time, Jodie will be available to: 
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• respond to emails; 

• manage administrative enquiries; 

• manage bookings; 

• process cancellations; and 

• deal with other administrative matters relating to the club. 

After 1:00pm, Jodie will be working in her role at Mulberry Silverdale. 

From 3:00pm onwards, Jodie will be supervising children in the After School Club. 

Parents and carers should therefore be aware that emails received after 1:00pm may not be responded to until the next 

working day. 

6. After School Club mobile phone 

The After School Club mobile phone follows the same administration arrangements. 

Between 3:00pm and 6:00pm, parents and carers may contact Jodie on the club mobile regarding matters relating to 

children attending the club. 

Messages or calls received after 6:00pm will be responded to on the next working day. 

The club mobile should not be relied upon for emergency or urgent safeguarding matters. 

If a child is in immediate danger or requires emergency medical assistance, parents/carers should use the appropriate 

emergency services. 

Safeguarding concerns should be reported through the school's safeguarding procedures. 

7. Booking arrangements 

Places at the After School Club must be booked in advance in accordance with the school's current booking 

arrangements. 

Parents and carers should provide accurate information when making a booking, including: 

• child's full name; 

• year group/class; 

• date and session required; 

• collection arrangements; 

• authorised collectors; and 

• any relevant medical, dietary, SEND or safeguarding information. 

The school will make reasonable efforts to accommodate requests but cannot guarantee availability where the club has 

reached its safe operating capacity. 

Parents and carers should avoid making informal arrangements directly with individual members of staff which have not 

been confirmed through the appropriate booking process. 

8. Cancellation arrangements 

If a child will no longer require an After School Club session, parents and carers must cancel the booking by: 

1:00pm on the day of the booking 

Cancellations received after 1:00pm may still be charged. 
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This is necessary because staffing and resources must be planned before the club begins. 

Parents and carers should notify the school as soon as possible when a booking is no longer required. 

9. Late collection 

Children must be collected by 6:00pm. 

Parents and carers should contact the club as soon as possible if they are unexpectedly delayed. 

Where a parent/carer is unable to collect their child, the school must be informed and an authorised alternative collector 

identified. 

Repeated late collection may result in a meeting with the school to review the arrangements and, where appropriate, 

consideration of whether the current childcare arrangement remains sustainable. 

Any charges associated with late collection will be set out in the school's current charging arrangements. 

The school will never leave a child without appropriate supervision because a parent/carer is late. 

10. Collection of children 

Children may only be collected by: 

• a parent or carer with parental responsibility; 

• an adult authorised by the parent/carer; or 

• another person specifically agreed with the school. 

Parents/carers should ensure that the school has up-to-date information regarding authorised collectors. 

Staff may request identification where appropriate. 

A child will not be released to an individual where staff have a reasonable safeguarding concern or where the individual is 

not authorised to collect the child. 

The school's Collecting Children from School at the End of Day Policy applies to the After School Club. (Mulberry 

Silverdale Primary) 

11. Safeguarding 

Safeguarding is at the heart of the After School Club. 

Mulberry Silverdale states that safeguarding is the responsibility of everyone in the school community and that its 

approach is based on vigilance, positive relationships, inclusion and early support. (Mulberry Silverdale Primary) 

All staff working in the After School Club must understand and follow the school's safeguarding arrangements. 

Staff will: 

• maintain appropriate supervision; 

• remain vigilant to safeguarding concerns; 

• know how to report concerns; 

• follow the school's safeguarding reporting procedures; 

• maintain appropriate professional boundaries; 

• follow safer working practices; 

• never leave children unsupervised; 

• record and report concerns appropriately; and 

https://mulberrysilverdale.org/policies/?utm_source=chatgpt.com
https://mulberrysilverdale.org/policies/?utm_source=chatgpt.com
https://mulberrysilverdale.org/safeguarding/?utm_source=chatgpt.com
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• immediately report concerns to the DSL or appropriate Deputy DSL. 

The school's DSL is the Principal, Jonathan Morris. The school also has designated Deputy DSLs and safeguarding support 

arrangements. (Mulberry Silverdale Primary) 

All safeguarding concerns will be managed in accordance with the school's Child Protection and Safeguarding Policy and 

relevant statutory guidance. 

12. Staff suitability and safer recruitment 

All staff working with children within the After School Club will be subject to the school's safer recruitment procedures 

and appropriate safeguarding checks. 

Staff will receive appropriate induction and information regarding: 

• safeguarding; 

• behaviour; 

• health and safety; 

• first aid; 

• emergency procedures; 

• SEND; 

• medical needs; 

• food allergies; 

• confidentiality; 

• professional boundaries; and 

• the expectations of the After School Club. 

The DfE's out-of-school settings guidance identifies safeguarding, health and safety and staff suitability as core areas that 

providers should address. (GOV.UK) 

13. Supervision 

Children will be appropriately supervised throughout the After School Club. 

Staff will take account of: 

• the age of children; 

• the number of children attending; 

• the activities taking place; 

• the physical environment; 

• individual children's needs; 

• SEND; 

• medical needs; and 

• any identified safeguarding risks. 

Children will not be permitted to leave the club independently unless an arrangement has been specifically agreed and is 

consistent with the school's safeguarding arrangements. 

https://mulberrysilverdale.org/safeguarding/?utm_source=chatgpt.com
https://www.gov.uk/government/publications/keeping-children-safe-in-out-of-school-settings-code-of-practice?utm_source=chatgpt.com
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14. SEND and inclusion 

Mulberry Silverdale is committed to ensuring that children with SEND can access the After School Club. 

Current DfE guidance makes clear that wraparound childcare should be suitable for children with SEND and that schools 

must make reasonable adjustments for disabled pupils in relation to facilities and services, including wraparound 

childcare. (GOV.UK) 

The school will consider reasonable adjustments relating to: 

• communication; 

• sensory needs; 

• physical access; 

• routines; 

• transitions; 

• activities; 

• food; 

• seating; 

• toileting and intimate care; 

• emotional regulation; and 

• adult support. 

Where a child has an identified support plan, Individual Healthcare Plan, risk reduction plan or other relevant 

documentation, staff will follow the agreed arrangements. 

Parents/carers are encouraged to discuss their child's needs with the school before the child begins attending where 

additional planning may be required. 

15. Behaviour 

The school's Behaviour Policy applies throughout the After School Club. 

Mulberry Silverdale's approach is based on the principle that behaviour is everyone's responsibility. 

Children are expected to be: 

Ready 

Ready to participate, listen and engage positively. 

Respectful 

Respectful towards children, staff, visitors, equipment and the environment. 

Responsible 

Responsible for their actions and for helping to keep the club safe. 

Staff will use positive relationships, encouragement, praise and appropriate restorative approaches to support positive 

behaviour. 

The school recognises that behaviour can communicate unmet needs. Staff will seek to understand the underlying needs 

of children while maintaining clear expectations and appropriate boundaries. 

https://www.gov.uk/government/publications/school-age-childcare-guidance-for-schools/responding-to-requests-for-wraparound-childcare?utm_source=chatgpt.com
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Where behaviour presents a significant risk to the safety or wellbeing of the child or others, staff will follow the school's 

Behaviour Policy and relevant safeguarding procedures. 

16. Physical intervention 

Staff will use positive and preventative approaches wherever possible. 

Restrictive physical intervention will only be used where permitted by law and the school's Restrictive Intervention Policy. 

Any incident involving restrictive intervention will be recorded and reported in accordance with school procedures. 

Parents/carers will be informed where required. 

17. Food and refreshments 

The After School Club will provide appropriate food and refreshments in accordance with the school's Food Policy and 

Allergy Policy. 

Food provided will be suitable for primary-aged children and will take account of identified dietary requirements. 

Staff will: 

• follow food hygiene procedures; 

• maintain appropriate food storage arrangements; 

• supervise children while eating; 

• follow allergy procedures; 

• take account of medical and dietary information; and 

• respond appropriately to incidents involving food or allergies. 

Parents/carers must inform the school of any allergy, intolerance or dietary requirement before their child attends. 

The school maintains an Allergy Policy and Food Policy as part of its published policy framework. (Mulberry Silverdale 

Primary) 

18. Medical needs 

Parents/carers must provide the school with up-to-date information about their child's medical needs. 

Where medication may be required during the After School Club, this will be managed in accordance with the school's 

medical procedures. 

Emergency medication, including inhalers and adrenaline auto-injectors where applicable, must be available in 

accordance with the child's individual arrangements. 

Staff will only administer medication where the appropriate arrangements, consent and training are in place. 

19. First aid and emergencies 

First aid arrangements will remain in place throughout the After School Club. 

Staff will follow the school's First Aid Policy. 

In the event of an accident or injury: 

• appropriate first aid will be provided; 

• the incident will be recorded; 

• parents/carers will be informed where appropriate; 

• emergency medical assistance will be sought where necessary; and 

https://mulberrysilverdale.org/policies/?utm_source=chatgpt.com
https://mulberrysilverdale.org/policies/?utm_source=chatgpt.com
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• relevant senior staff will be informed. 

Staff will be familiar with the school's: 

• fire evacuation procedures; 

• lockdown procedures; 

• emergency contacts; 

• first-aid arrangements; and 

• safeguarding procedures. 

The school lists its First Aid Policy as part of its published policy framework. (Mulberry Silverdale Primary) 

20. Activities 

The After School Club will provide a range of age-appropriate activities. 

These may include: 

• arts and crafts; 

• drawing and colouring; 

• reading; 

• board games; 

• construction; 

• puzzles; 

• imaginative play; 

• sports and physical activity; 

• outdoor play; 

• music; 

• quiet activities; and 

• opportunities for children to socialise. 

Activities will be selected with consideration for children's ages, interests, abilities and individual needs. 

Where outdoor activities are provided, appropriate risk assessments and supervision arrangements will be in place. 

21. Use of school facilities 

The After School Club may make appropriate use of school facilities, including designated indoor and outdoor spaces. 

Children will be expected to respect the school environment and equipment. 

Staff will ensure that areas used by the club are safe and suitable for the planned activities. 

Any area presenting a health, safety or safeguarding concern will not be used until the concern has been addressed. 

22. Online safety and digital devices 

Children will not routinely have unrestricted access to personal digital devices or the internet during the After School 

Club. 

Where digital technology is used as part of an activity, it will be appropriately supervised and subject to the school's 

Online Safety Policy. 

https://mulberrysilverdale.org/policies/?utm_source=chatgpt.com
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Staff will not use personal devices to photograph or communicate with children. 

Any photographs or recordings taken for legitimate school purposes must comply with the school's data protection and 

safeguarding arrangements. 

23. Attendance and registration 

A register of children attending the After School Club will be maintained. 

The register will record: 

• children attending; 

• arrival/transfer into the club; 

• collection; 

• authorised collection arrangements; and 

• relevant incidents where necessary. 

The After School Club register is separate from the statutory school attendance register. 

The school places a strong emphasis on regular attendance and punctuality and works closely with families where 

attendance concerns arise. (Mulberry Silverdale Primary) 

24. Children who do not attend a booked session 

If a child has been booked into the After School Club but does not arrive as expected, staff will follow the school's 

safeguarding procedures to establish the child's whereabouts. 

Where appropriate, parents/carers will be contacted. 

The school will take account of information available about the child's normal end-of-day arrangements and any 

communication received from the family. 

The safety of the child will remain the priority. 

25. Intimate care and toileting 

Children will be supported with toileting in accordance with their age, independence and individual needs. 

Where a child requires intimate care, staff will follow the school's Intimate Care Policy. 

Any individual arrangements relating to intimate care will be communicated to relevant staff. 

The dignity, privacy and wellbeing of the child will always be respected. 

26. Equality and accessibility 

Mulberry Silverdale is committed to providing an inclusive provision. 

The school will not discriminate against children or families on the basis of protected characteristics. 

Reasonable adjustments will be considered to enable disabled pupils and pupils with SEND to access the service. 

The school will seek to ensure that activities, routines and the environment are accessible wherever reasonably possible. 

27. Child welfare and wellbeing 

The After School Club should be a positive environment in which children feel safe, valued and respected. 

Staff will: 

• develop positive relationships with children; 

• listen to children's views; 

https://mulberrysilverdale.org/school-life/attendance-and-absence/?utm_source=chatgpt.com
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• respond appropriately to worries or concerns; 

• provide opportunities for quiet time and relaxation; 

• recognise signs that a child may be distressed or overwhelmed; and 

• report safeguarding or welfare concerns through the appropriate procedures. 

Children will be encouraged to speak to a trusted adult if they are worried about anything. 

28. Confidentiality and information sharing 

Information about children and families will be handled sensitively and in accordance with the school's confidentiality, 

data protection and safeguarding procedures. 

Relevant information will be shared with After School Club staff where this is necessary to: 

• safeguard a child; 

• support their medical needs; 

• meet their SEND needs; 

• manage their behaviour safely; or 

• ensure their wellbeing. 

Safeguarding information will be shared in accordance with statutory requirements. 

29. Communication with parents and carers 

The school will provide parents/carers with clear information regarding: 

• club hours; 

• booking arrangements; 

• fees and charges; 

• cancellation arrangements; 

• collection arrangements; 

• food; 

• allergies; 

• contact arrangements; 

• safeguarding; and 

• any changes to provision. 

Parents/carers are encouraged to communicate relevant information to the club promptly. 

The school will communicate significant changes to arrangements through its usual communication channels. 

30. Fees, charges and payment 

Charges for the After School Club will be published separately and will be subject to the school's current Contributions 

and Charging Policy and Trust arrangements. 

Parents/carers are responsible for ensuring that bookings and payments are made in accordance with the school's 

published arrangements. 

Late cancellations may still incur a charge, as set out in this policy. 
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The school will seek to ensure that its charging arrangements are transparent and communicated clearly to families. 

31. Complaints and concerns 

Mulberry Silverdale aims to resolve concerns promptly and informally wherever possible. 

Parents/carers who have a concern about the After School Club should initially raise it with the Club Lead or school office. 

Where a concern cannot be resolved informally, parents/carers may use the school's formal Complaints Policy. 

Safeguarding concerns must be reported immediately through the school's safeguarding procedures and must not be 

delayed by the complaints process. 

The school's published policy framework includes a Complaints Policy and directs families to the Trust-wide arrangements 

where applicable. (Mulberry Silverdale Primary) 

32. Partnership with families 

The school recognises that successful wraparound childcare depends upon effective partnership with parents and carers. 

Parents/carers are expected to: 

• provide accurate information; 

• make bookings in accordance with published arrangements; 

• notify the school of cancellations; 

• keep contact details up to date; 

• provide information about medical, dietary and SEND needs; 

• collect children promptly; 

• communicate respectfully with staff; and 

• support the school's expectations for behaviour and safeguarding. 

The school will listen to feedback and use it to improve the provision where appropriate. 

33. Quality assurance and monitoring 

The Principal, or delegated senior leader, will have overall responsibility for monitoring the quality and effectiveness of 

the After School Club. 

Monitoring will consider: 

• safeguarding; 

• staffing; 

• supervision; 

• attendance; 

• punctuality and collection; 

• behaviour; 

• SEND and inclusion; 

• food and allergies; 

• first aid; 

• health and safety; 

https://mulberrysilverdale.org/policies/?utm_source=chatgpt.com
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• activities; 

• parental feedback; 

• pupil feedback; 

• complaints and incidents; 

• financial sustainability; and 

• compliance with relevant legislation and guidance. 

The school will review the provision regularly and make improvements where necessary. 

34. Sustainability and provision 

The school will seek to maintain a sustainable and high-quality wraparound childcare offer that responds to the needs of 

families. 

Current DfE guidance expects schools and trusts to support access to wraparound childcare and emphasises that 

provision should be regular and dependable. Schools are also expected to consider requests for wraparound childcare 

transparently and in partnership with relevant stakeholders. (GOV.UK) 

The school will monitor demand, staffing, costs, available facilities and safeguarding requirements when reviewing the 

provision. 

35. Policy review 

This policy will be reviewed annually or sooner where: 

• legislation or statutory guidance changes; 

• DfE guidance changes; 

• the school's wraparound arrangements change; 

• safeguarding requirements change; 

• significant incidents identify a need for review; 

• feedback identifies areas requiring improvement; or 

• the Trust changes its relevant policies or procedures. 

The policy will remain consistent with the policies and procedures of Mulberry Schools Trust. 
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Appendix 1 – After School Club: Key Information for Parents and Carers 

Administration 

Jodie – After School Club Administration 

Monday–Friday: 9:00am–1:00pm 

During these hours, Jodie will be available to: 

• respond to emails; 

• manage bookings; 

• manage cancellations; and 

• respond to administrative enquiries. 

After 1:00pm, Jodie will be working in her role at Mulberry Silverdale. 

From 3:00pm onwards, Jodie will be supervising children attending the After School Club. 

Emails received after 1:00pm may not be responded to until the next working day. 

After School Club mobile 

Between 3:00pm and 6:00pm, parents/carers can contact Jodie on the club mobile regarding matters relating to children 

attending the club. 

Messages or calls received after 6:00pm will be responded to on the next working day. 

Cancellation 

If your child no longer requires an After School Club session, please cancel by: 

1:00pm on the day of the booking. 

Cancellations received after this time may still be charged. 

Collection 

All children must be collected by 6:00pm. 

Parents/carers should contact the club as soon as possible if they are unexpectedly delayed. 
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Appendix 2 – After School Club Quick Reference 

Information Arrangement 

Club Mulberry Silverdale After School Club 

Opening After the normal school day 

Closing 6:00pm 

Administration Monday–Friday, 9:00am–1:00pm 

Administrator Jodie 

Child-related mobile contact 3:00pm–6:00pm 

Booking In accordance with current school booking arrangements 

Cancellation deadline 1:00pm on the day of booking 

Late cancellation May still be charged 

Collection By 6:00pm 

Safeguarding priority Safety and welfare of children at all times 

 


