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Our breakfast club is open from 8am until the start of school at 8.45am daily. It is available for reception 
pupils to year 6. We are currently able to take 35 pupils in the space we have available. The breakfast club 
is fee based and the fees are used to pay the staff wages and resources for the breakfast club, we do not 
make a profit.  

Admissions Policy 

The breakfast school club is open to every family in the community. No child, individual or family will be 
excluded from, or given preference in, club activities on grounds of age, gender, sexuality, family status, 
disability, culture, religion or belief. 

Pupils will be added to the waiting list on a first come first served basis. 

No debts are allowed. A warning letter will be sent out and then your place will be terminated if debts are 
left to accumulate.  

Policies 

All of the school policies will be followed in the breakfast club, with the ones listed below being additional; 

 
Health and Hygiene Policy 

Our club promotes a healthy lifestyle and a high standard of hygiene in its day-to-day work with children 
and adults. This is achieved in the following ways: 

Food 

All meals and snacks provided will be nutritious and pay due attention to children’s particular dietary 
requirements 

When cooking with children as an activity, the adults will provide healthy wholesome food, promoting and 
extending the children’s understanding of a healthy diet 

Outdoor play 

Children will have the opportunity to play in the fresh air throughout the year 

Illness 

Parents are asked to keep their children at home if they have any infection and to inform the breakfast 
club as to the nature of the infection so that the out of club can alert other parents and make careful 
observation of any children who seems unwell. 

Parents are asked not to bring into the out of school club any child who has been vomiting or had 
diarrhoea until at least 24 hours has elapsed since the last attack 

If the children of out breakfast club staff are unwell, the children will not accompany their parents/carers 
to work in the club 

Cuts or open sores, whether on adults or children, will be covered with a suitable dressing 

If a child is on medication the following procedures will be followed 



If possible, the child’s parents will administer medicine. If not, then medication must be clearly labelled 
with the child’s name, dosage and any instructions. When regulations require it, guidance will be sought 
from the relevant body before people other than parents agree to administer medicines 

• Written information will be obtained from the parent, giving clear instructions about the dosage, 
administration of any medication and permission for a member of staff to follow the instructions 

All medicines must be kept secure and locked 

A medication book will be available to log in the main office 

• Name of child receiving medication 
• Times that the medication should be administered 
• Date and time when medication is administered 
• Together with the signature of the person who has administered each dose 

Hygiene 

To prevent the spread of all infection, adults in the group will ensure that the following good practices are 
observed: 

Personal Hygiene 

• Hands washed after using the toilet 
• Children with pierced ears are not allowed to try on or share each other’s earrings 
• A large box of tissues available and children encouraged to blow and wipe their noses when 

necessary. Soiled tissues disposed of hygienically  
• Children encouraged to shield their mouths when coughing 
• Individual towels available, or paper towels used and disposed of appropriately 
• Hygiene rules related to bodily fluids followed with particular care and all staff and volunteers 

aware of how infection, including HIV infection, can be transmitted 

Cleaning and clearing 

Any spills of blood, vomit or excrement wiped up and flushed away down the toilet. Rubber gloves always 
used when cleaning up spills of body fluids. Fabrics contaminated with body fluids thoroughly washed in 
hot water 

Spare laundered pants, and other clothing available in case of accidents and polythene bags available in 
which to wrap soiled garments.  

All surfaces cleaned daily with an appropriate cleaner 

Food 

The breakfast club will observe current legislation regarding food hygiene registration and training 

In particular each adult will: 

• Always wash hands under running water before handling food and after using the toilet 
• Not be involved with the preparation of food if suffering from any infectious/contagious illness or 

skin trouble 
• No smoking on the premises 



• Never cough or sneeze over food 
• Use different cleaning cloths for kitchen and toilet areas 
• Keep food covered and either refrigerated or piping hot 
• Ensure waste is disposed of properly and out of reach of the children. Keep a lid on the dustbin and 

wash hands after using it 
• Wash fresh fruit and vegetables thoroughly before use 

Any food or drink that requires heating will be heated immediately prior to serving and not left standing. 
No food or drink will be reheated 

Tea towels will be kept scrupulously clean and washed between each session 

All utensils will be kept clean and stored in a dust free place, e.g., closed cupboard or drawer 

Cracked or chipped china will not be used 

Induction of Staff Policy 

Following their appointment, new staff will receive a written statement of employment and a staff 
handbook. It will include: 

• Policies within which they are expected to work 
• Procedures they are expected to follow  
• Other information on routines of the club 
• Appraisal, training, staff development 
• Disciplinary and grievance procedures 

All appointments are subject to six months probationary period during which time they will meet with their 
line manager, to discuss whether things are going as expected and any problems should be resolved 

Where an employee is not performing satisfactorily should be explained before the end of the 
probationary period. This will allow time for improvement before the need arises to extend or terminate 
the period of probation 

Missing Child Policy 

Why do we need this policy? 

National Standards are a set of outcomes that providers should aim to achieve. Standard 6 requires that 

positive steps are taken to promote safety within the setting and proper precautions are taken to prevent 

accident or incident. 

What does this policy aim to achieve? 

This policy aims to ensure that in the event of a child being lost/missing there is a clearly defined 

procedure to follow which will result in a child's safe return. 

Procedure. 

Our club has the highest regard for the safety of the children in our care. Staff will always be aware of the 

potential for children to go missing during sessions. 



Even when all precautions are properly observed, emergencies can still arise. Therefore, members of staff 

will undertake periodic head counts, especially at the transition points between sessions. If for any reason 

a member of staff cannot account for a child's whereabouts the following procedure will be activated: 

Staff will: 

 

1. Commence a physical search of the entire premises, both indoor and out 
2. The staff will be careful not to create an atmosphere of panic and to ensure that the other children 

remain safe and are adequately supervised. 
3. If after 10 minutes of thorough searching the child is still missing, the manager/leader will inform 

the main school office, police and then the child's parents/carers. 
 

Whilst waiting for the police and the parents/carers to arrive, searches for the child will continue. During 

this period other members of staff will maintain as normal a routine as possible for the other children. 

The manager/leader will be responsible for meeting the police and the missing child's parents/carers. The 

manager/leader will coordinate any actions as instructed by the police and do all they can to support the 

parents/carers. 

Once the incident is resolved the manager/leader and the staff team will review relevant policies and 

procedures and implement any necessary changes, paying particular attention to any relevant risk 

assessments. 

All incidents of children going missing from the club will be recorded on an Incident Report Form and the 

committee chair will be notified as soon as is practicable. 

Play Policy 

• Introduction: 
• Article 31 of the United Nations Convention on the Rights of the Child states that signatories will:  
• “Recognise the right of the child to rest and leisure, to engage in play and recreational activities 

appropriate to the age of the child and to participate freely in cultural life and the arts”. 
• Definition of Play: 
• Play is defined by the play work profession as behaviour which is “freely chosen, personally 

directed and intrinsically motivated, that is, performed for no external goal or reward”  
• Vision Statement: 
• The vision of the club is to provide quality childcare in a stimulating environment that meets the 

age range and abilities and interests of the children using the club. We want to be a reliable and 
valued part of the community. 

• The programme of activities and the atmosphere of our club aims to encourage confidence, 
independence and enjoyment, social, cognitive, interpersonal and physical skills, and their desire to 
explore, discover and are creative. 

• We will provide a well-planned and organised play environment that offers children rich and 
stimulating experiences, alongside opportunities to explore, experiment, plan and make decisions 
for themselves. The programme of activities will recognise and take into account the differing ages, 
interests, backgrounds and abilities of the children. 

• Care and attention will be taken to ensure our club is an enriching and stimulating environment 
providing privacy for children to undertake their own pursuits in either groups or by themselves 
and active and boisterous activities and stimuli for imaginative play. 



• Activities are carefully planned to allow children to build on their natural curiosity, advance their 
thinking, use their imagination and develop and enrich the children socially, intellectually, physically 
and emotionally according to age. At all times, we will recognise a child’s individuality, effort and 
achievement. 

• No child will be left unsupervised during activities. 
• Wherever appropriate, children will be involved in the process of planning activities so that the 

programme reflects their opinions, and so that children feel some ownership over their Club. 
• We will provide children with a range of equipment and resources appropriate to their age and 

interests.  
• Children will be offered access to outdoor play whenever practical  

Health and Safety Policy 

The safety of young people is of paramount importance. In order to ensure the safety of both children and 
adults, the club will ensure that: 

• All children are supervised by adults at all times and will always be within sight of an adult 
• A book is available at each session for the reporting of any accident/incident 
• Regular safety monitoring will include checking of the accident and incident record 
• All adults are aware of the system(s) in operation for children’s arrival and departures and an adult 

will be at the door during these periods 
• Children will leave the group only with authorised adults 
• Safety checks on premises, both outdoors and indoors are made before every day/session 
• If the main entrance has to be locked, there is a key close by at adults’ level 
• Low level glass will be covered or replaced with safety glass 
• Outdoor space is securely fenced 
• Equipment is checked regularly and any dangerous items repaired / discarded 
• The layout and pace ratios allow children and adults to move safely and freely between activities 
• Fire doors are never obstructed 
• Fires/heaters/electric points/wires and leads are adequately guarded  
• All dangerous materials, including medicines and cleaning materials are stored out of reach of 

children 
• Children do not have unsupervised access to kitchens, cookers, or any cupboards storing 

hazardous materials including matches 
• Adults do not walk about with hot drinks or place hot drinks within reach of children 
• Fire drills are held at least twice a term on different days of the week 
• A register of both adults and children is completed as people arrive so that a complete record of all 

those present is available in any emergency 
• There is no smoking allowed 
• A correctly stocked first aid box is available at all times 
• Fire extinguishers are checked annually and staff know how to use them 
• Whenever children are on the premises at least two adults are present 
• Large equipment is erected with care and checked regularly 
• Activities, such as cooking, woodwork and energetic play receive close and constant supervision 
• On outings the adult/child ratio will be at least one to five 
• If a small group goes out, there will be sufficient adults to maintain appropriate ratios for staff and 

children remaining on the premises 
• Children who are sleeping are checked regularly 
• Equipment offered to children is developmentally appropriate, recognising that materials for an 

older child may pose a risk to younger less mature children 
• Internal safety gates / barriers are used as necessary 



• The premises are checked before locking up at the end of the session 

Equipment and Toys Policy 

 The toys and equipment provide opportunities for children, with adult help, to develop new skills and 
concepts in the course of their play and exploration. The equipment we provide: 

• Is appropriate for the ages and stages of the children 
• Offers challenges to developing physical, social and intellectual skills 
• Features positive images of people both male and female from a range of ethnic cultural groups, 

with and without disabilities 
• Includes a range of raw materials which can be used in a variety of ways and encourages an open-

ended approach to creativity and problem solving 
• Will enable children, with adult support, to develop individual potential and more towards required 

learning outcomes 
• Conforms to all relevant safety regulations and is sound and well made 

Special needs Policy 

• We aim to provide a welcome and appropriate play opportunity for all children  
• Children with special needs, like all other children are admitted to the club after consultation 

between parents and leader 
• If it is felt that a child’s needs cannot be met in the club without the support of a one-to-one 

worker, a professional dialogue will be had with the parents about the likelihood of any additional 
support and what this may mean  

• We work in liaison with staff outside the group including therapists, health visitors, psychologists, 
social workers, paediatricians and portage workers to meet children’s specific needs 

• Our staff attend whenever possible in-service training on special needs 

Staffing Policy 

A high adult/child ratio is essential in providing care 

In our club: 

• We have one member of staff to ten children 
• Regular staff meetings provide opportunities for staff to plan activities and to discuss issues around 

the running of the club 
• Regular in-service training is available to all staff, both paid and voluntary members 
• Our budget includes an allocation towards training costs 
• We support the work of our staff by means of regular monitoring/appraisals 
• We are committed to recruiting, appointing and employing staff in accordance with all relevant 

legislation 

 

 


