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                                                                                              Please mark if EYFS Child 

                                                                                             Key Worker ………………………... 

Child(ren)s Name(s) Age/ D.O.B  School & Year First Language 

    

    

    

 
Breakfast        /       Afterschool               M T W T F 

 

Mother’s 
Name 

 Mobile 
Number 

 

Home 
Address 

 Home 
Number 

 

Work 
Address 

 Work 
Number 

 

Email 
Address 

 Legal Parental 
Responsibility? 

         Yes                     No 
Please tell …………… if  parental responsibility 

restrictions apply 

 

Father’s 
Name 

 Mobile 
Number 

 

Home 
Address 

 Home 
Number 

 

Work 
Address 

 Work 
Number 

 

Email 
Address 

 Legal Parental 
Responsibility? 

         Yes                     No 
Please tell …………… if  parental responsibility 

restrictions apply 
 

In case we are not able to get hold of you, please give details of an additional adult, who may collect your child(ren) 

Name  Home 
Address 

 

Home & Mobile 
Phone 

 Relationship 
to Child 

 

Should my child need to be collected in an emergency by an individual not named on this form, I will contact the club manager to 

advise him/her of the individual’s name, and the individual will use the following password: ……………………. 
 

G.P Name  

G.P Surgery  

Telephone Number  

 
Please state if your child has any allergies, dietary requirements or other medical conditions.  Please complete a medication form if 

your child will need to take prescribed medication while in our care 

Name of child Medical/ Dietary Notes 
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What are your child(ren)s favourite activities/ clubs attended in their own time? 

 

 
Is there anything your child(ren) don’t like (food or games etc.) or is scared of 

 

  
As an activity we sometimes offer face painting, is it acceptable for your child to take part? 

 
   Y    N  (please circle) 

 
Do you give permission for photographs to be taken of your child(ren) for display / promotional purposes? 

 
   Y    N        (please circle) 

 
 

Please add any other information you think may be appropriate (continue on a separate sheet if necessary) 
…………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………… 
 

I consent to my child(ren) attending St Joseph’s After School Club 
I understand that the club has policies and procedures and confirm that both myself and my child(ren) agree to abide 
by them. 
 
I am aware that the staff at the after school club has an obligation to report suspected child abuse or neglect. 
 
I give permission for a trained member of staff to administer appropriate first aid as required 
 
I give permission for the staff at the after school club to seek any necessary emergency medical advice or treatment in 
the event that my child(ren) is involved in a serious accident.  I will be contacted by the club immediately on one of the 
numbers I have supplied should this happen. 
 
Fees should be paid by the due date, and I understand that failure to do so could jeopardise my child(ren)s continued 
place. 
 
Fees can be paid by cash or cheque.  Bounced cheques will incur a £20 administrational charge. 
 
I understand that collecting my child after 6pm will result in a charge of £5.00 per five minute block. i.e.10 minutes will 
cost me £10.  This fee will be due within seven days. 
 
I agree to notify the staff at the after school club if any of the details I have supplied above change. 
 
I understand that the information I have given on this form is confidential. 
 
I give permission for the club to share information with other professionals as they deem appropriate. 
 
I have read and accept the conditions above. 
 

Signed ………………………………....  Date ………………. 
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Policies and Procedures 
 
 
Procedures  
 
Our procedures outline the series of steps that we use to accomplish specific tasks. All staff are 
required to follow these procedures. When we develop policies and procedures we consult with 
staff to get the most useful feedback. We update all policies and procedures regularly. They are 
then agreed and signed by the chair of the school governors. 
 
 
Why do we need them? 
 
Agreed policies and procedures provide a framework in which decisions can be made. They help 
us to standardise clinical practice, test and improve our services, and achieve greater 
understanding and co-operation amongst our staff. 
 
When you accept your place at St. Joseph’s after school club you are also required to abide by our 
settings policies and procedures. A copy is available to view on site and each member of staff will 
be given their own copy to keep at home. 
 
 
If you would like to have a copy of the Policies and Procedures, please speak to Mrs Smith or a 
member of the after school club staff.  
 
I UNDERSTAND AND AGREE TO ABIDE BY ALL THE POLICIES AND PROCEDURES AT  
ST JOSEPH’S AFTER SCHOOL CLUB 
 
 
 
Print name……………………………………………………………………………. 
Signature……………………………………………………………………………… 
Date…………………………………………………………………………………… 
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6. ARRIVALS AND DEPARTURES  
 
All children and young people attending every day must have been pre-booked. Every effort will be 
made to take late bookings, but parents and carers are responsible for ensuring that there are 
spaces available, especially if they book by leaving a message on the school’s phone. If bookings 
are not made in person, and there is not space to take a child, then the Club Supervisor or school 
receptionist will contact the parent by telephone and St. Joseph’s after School Club expect the 
child to be collected within half an hour. Bookings may be made up to 6 months in advance for the 
After School Club. 
 
We have a password system in place and will not release any child or young person unless the 
person collecting them is able to supply us with the correct password for that family. Children and 
young people must be collected by a responsible person and will not be released to adults who 
are not known to the Club Staff without prior arrangement with the parents/carers or unless they 
have the relevant password.  We will not allow a child in our care to leave the scheme with a child 
who is under 12 years of age.   Once the parent/carer/nominated person has signed out the 
child/children and young people, they become the responsibility of that person and not that of the 
Club, even if they are still within the school grounds. The Supervisor has the right to refuse to 
allow any child or young person to leave the site with any adult who is deemed unfit to take 
parental responsibility due to alcohol or substance misuse.  
   
If you are late collecting your child/ren, this would be after 6pm, it will result in a charge of £5.00 
per five minute block. i.e. 10 minutes will cost £10. A late letter will be issued and signed by the 
club supervisor and Headteacher. Persistent problems may result in parents/carers being unable 
to use the relevant scheme in the future. 
We are obliged by law to notify the Duty Social Worker if any child has not been collected 30 
minutes after the club has closed and we are unable to make contact with either the parent/carer, 
or the alternative emergency contacts we have been given.  Two members of staff must remain 
with any child whose parent/carer is late. Further information concerning the non-collection of a 
child is noted in the section headed “Missing Persons”. 
Any problems with attendance and collection times should be dealt with in the first instance 
informally (on the lines of an approach to the parent/carer). However, persistent problems can be 
brought to the attention of the Governing Body and they can make a decision regarding the said 
parents’/carers’ future use of the Club. 
 
 
 
Child’s name  
Parent’s name 
Parent’s/ Carer’s Signature  
Date 
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ST. JOSEPH’S AFTER SCHOOL CLUB 
 
 
 
 
 

Dear Parent/Guardian, 
 
The After School Club is a Non-Profitable business which in place purely to provide a service for 
those parents, who require an after school club provision for their child/children. 
 
Please may we therefore remind all parent’s and guardian’s that if you wish to cancel one or more 
of your child’s After School club sessions then we will require 6 SCHOOL weeks working notice. 
We will also require this in writing.  
 
If we have received 6 school weeks working notice in writing, then you will not be charged for the 
cancelled session. However, in all other circumstances the current session fees will still apply. 
 
We understand that there may be times when your child is absent from the After School Club due 
to unforeseen circumstances, for example Illness or another commitment. However due to the 
staff being in place, for the expected number of children that day, you will still be required to pay 
for the After School Club session irrespective of whether your child attends 
 
On the occasions that we are forced to close the After School club for example Snow days, you 
will not be charged for the session and the fee will automatically be removed from your invoice. If 
at the time, your invoice has already been paid in full, then the session fee will be removed from 
the next term’s invoice. 
 
If you have any questions or would like to discuss the above, please feel free to speak with Mrs. 
Smith 
 
 
 
 
 
 
Child’s name  
Parent’s name 
Parent’s/ Carer’s Signature  
Date 
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FEES POLICY 

Fees 

It is the duty of the secretary to collect fees and to identify any problems with fee payment. 

Fees are to be paid on a half termly basis and payment is required within 2 weeks of the billing being 

issued, unless prior arrangement has been organised between the Club Supervisor and the 

parent/carer.   

 

Payments should be made in cash or cheque made payable to ST. JOSEPH’S PRIMARY SCHOOL- ASC.  

 

Fees continue to be payable if your child is absent for any reason, including illness. Should 

parents/carers experience difficulty in meeting fees then they, and the Club Supervisor, should 

communicate, in confidence, as to an effective solution to the problem. The Governing Body will be 

advised of any alternative payment arrangements made. 

 

It you wish to withdraw your child from After School Club, or make any changes to the sessions 

he/she attend, a half term’s written notice is required.     

 

.  
 
 
 
 
 
Child’s name  
Parent’s name 
Parent’s/ Carer’s Signature  
Date 
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E Safety Rules (Younger Children) 
 
 

  Ask permission before using the internet 
 

   Tell a trusted adult if you see anything that makes you feel    
 uncomfortable  
 

  Immediately close any webpage that you are uncomfortable with 
 

�  Do not give out any personal information such as name, address,   
 telephone number(s), age, school name or bank card details 
 

  Make sure that when using social networking sites, privacy settings are checked so 
that not just anyone can see your page/photos 

 Only contact people that you have actually met in the real world 
 

  Never arrange to meet someone that you have only met on the internet 
 

�  Only use a webcam with people you know 
 

�  Think very carefully about any pictures that you post online 
 

 Never be mean or nasty to anyone on the internet or when using a mobile phone. If 
you know of someone being mean to another person, tell a trusted adult 
  
 

  Only open e-mails from people that you know 
 

 Avoid using websites that you wouldn’t tell anyone about and use a student friendly search 
engine such as http://www.askforkids.com 
 
 

http://www.clker.com/clipart-16341.html
http://www.clker.com/clipart-16341.html
http://www.clker.com/clipart-webcam.html
http://www.clker.com/clipart-webcam.html
http://www.clker.com/clipart-10842.html
http://www.clker.com/clipart-10842.html
http://www.askforkids.com/
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Child’s name  
Parent’s/ Carer’s Signature       
Date 
 
 
Dear Parents/Carers, 
 
For security reasons we will have a password system in place and will not release any child or 
young person unless the person collecting them is able to supply us with the correct password for 
that family. Children and young people must be collected by a responsible person and will not be 
released to adults who are not known to the club staff without prior arrangement with the 
parents/carers. We will not let children and young people leave the premises escorted by a young 
person unless we have written permission from the parents/carers and the person collecting the 
child has the relevant password. By young person we mean children and young people who are 
under the age of 17 years. We will never allow a child in our care to leave the scheme with a child 
who is under 12 years of age. Once the parent/carer/nominated person has signed out the 
child/children and young people, they become the responsibility of that person and not that of the 
club, even if they are still within the school grounds. The supervisor has the right to refuse to allow 
any child or young person to leave the site with any adult who is deemed unfit to take parental 
responsibility due to alcohol or substance misuse. 
 
FAMILY PASSWORD- 
 
 
 
Please return ASAP in a sealed envelope to the school office for the attention of Caroline Smith 
(Laughter Club Manager). 
Thank You  
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First Aid Permission 
 
I give permission for my child to receive any necessary First Aid whilst at the after school club or, 
in an emergency, to be taken to hospital with a staff member and to receive appropriate treatment 
in the event that myself or other named contacts cannot be reached. 
 
Child’s name  
Parent’s name 
Parent’s/ Carer’s Signature  
Date 
 
 
 
 
Sunscreen permission 
 
As the weather gets warmer, the children will be spending more time outside. 
You may wish to provide us with sunscreen for protection while your child enjoys outdoor play. 
If you would like for us to apply sunscreen to your child, please provide us with an unexpired bottle 
of sunscreen, labelled with your child’s first and last name. 
As with any topical medication or cream, the first application of any brand of sunscreen should be 
applied at home in order to evaluate your child’s possible 
allergic reaction to that product. 
 
I give after school club staff permission to apply the provided sunscreen. 
 
Child’s name  
Parent’s name 
Parent’s/ Carer’s Signature  
Date 
 
 
 
 
 
PG Films permission 
 
The children enjoy watching DVDs during the after school club time.  If you would allow your child 
to watch PG films, please sign and return the permission slip below. 
 
I give/ do not give permission for my child/ren to watch parental guidance (PG) films in the After 
School Club. 
 
Child’s name  
Parent’s name 
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Parent’s/ Carer’s Signature  
Date 
 
 
Dear members of our After school club, 
 
It is important for us to provide activities that you make your own choices and decisions about.  
Regards future planning I would like to know what your interests are so that we can organise 
appropriate activities for the ages and interests of the club. 
 
----------------------------------------------------------------------------------------------------- 
 
 
Name…………………………………………………………………………………. 
 
My interests 
are………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………… 
 
 
Thank you, 
 
Please return to the club when you next attend. 
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Privacy Notice 
 
DATA PROTECTION ACT 1998 
 
The organisations listed below all process information on children and pupils in order to help administer education and 
children’s services and in doing so have to comply with the Data Protection Act 1998.  This means, among other 
things, that the data held about children must only be used for specific purposes allowed by law.  We are therefore 
writing to tell you about the types of data held, why that data is held, and to whom it may be passed on. 
 
The Early Years Provider holds information on children in order to support their development, to monitor their 
progress, to provide appropriate pastoral care, and to assess how well the Setting as a whole is doing.  This 
information includes date of birth, contact details, attendance information, characteristics such as ethnicity and home 
language, special educational needs and any relevant medical information.   
From time to time Early Years Providers are required to pass on some of this data to Local Authorities, the 
Department for Education, and to agencies that are prescribed by law and Ofsted. In particular, at age five an 
assessment is made of all children (the Early Years Foundation Stage Profile) and this information is passed to the 
Local Authority and receiving maintained school to help meet the child’s needs. 
 
The Local Authority (LA) uses information about children for whom it provides services to carry out specific functions 
for which it is responsible.  For example, the LA will make an assessment of any special educational needs the child 
may have.  It also uses the information to derive statistics to inform various decisions.  The statistics are used in such 
a way that individual children cannot be identified from them.   
 
Her Majesty’s Chief Inspector for Schools and Ofsted use information about the progress and performance of 
children to help inspectors evaluate the work of Early Years Settings, to assist them in their self-evaluation, and as 
part of Ofsted’s assessment of the effectiveness of education initiatives and policy.  Inspection reports do not identify 
individual children. 
 
The Secretary of State for Education and the Department for Education (DfE) use information about children and 
pupils for research and statistical purposes, to allocate funds, to inform, influence and improve education policy and to 
monitor the performance of the education and children’s services as a whole.  The DfE will feed back to LAs 
information about children for a variety of purposes that will include data checking exercises, and use in self-
evaluation analyses. The DfE may also use contact details from these sources to obtain samples for statistical 
surveys: these surveys may be carried out by research agencies working under contract to the DfE and participation in 
such surveys is usually voluntary.  The DfE may also match data from these sources to data obtained from statistical 
surveys. 
  

The DfE may also disclose individual child and pupil information to independent researchers into the educational achievements of 

pupils who have a legitimate need for it for their research, but each case will be determined on its merits and subject to the 

approval of the Department’s Chief Statistician. 

 
Who to write to about data held 
Children, as data subjects, have certain rights under the Data Protection Act 1998, including a general right of access 
to personal data held on them, with parents exercising this right on their behalf if they are too young to do so 
themselves.  If you wish to access the personal data held about your child, then please contact the relevant 
organisation in writing: 
 

 The Early Years Setting at St. Joseph’s Catholic School (Footsteps Nursery & Reception Year) 
 

 Information Compliance Officer, Bracknell Forest Borough Council, Easthampstead House, Bracknell, RG12 
1AQ 

 the QCA’s Data Protection Officer at QCA, 83 Piccadilly, LONDON, W1J 8QA; 

 Ofsted’s Data Protection Officer at Alexandra House, 33 Kingsway, London WC2B 6SE; 

 the National Assessment Agency Data Protection Officer at NAA, 29 Bolton Street, London W1J 8BT; 

 the DfES’s Data Protection Officer at DfES, Caxton House, Tothill Street, LONDON, SW1H 9NA. 
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Please note that in order to fulfil their responsibilities under the Act the organisation may, before responding to this 
request, seek proof of the requestor’s identity and any further information required to locate the personal data 
requested. 
 
 

 
 

 

Please can I remind all parents and carers that whilst collecting children from the afterschool club 
that no-one is permitted to use their phone or to show photos on their phone whilst in the setting. 
 
Many thanks for your co-operation. 
Caroline Smith 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwieuJ7yn47KAhWBrRQKHeibC48QjRwIBw&url=http://www.zazzle.com/mobile+phone+posters&psig=AFQjCNHzFhN7mW03iSIXJCL2P811Bmn65g&ust=1451930810467015


St. Joseph’s Laughter School Club 
St Joseph’s R.C. Primary School, Gipsy Lane, Bracknell, RG12 9AP. Phone: 01344 425246 
 

Page 14 of 15 
 

 
 
 

After School Club Snack Allergy Advice 
Updated September 2016 

 
 
Children are permitted to help themselves to fruit and vegetables that are supplied through the 
school during snack time. If your child has an allergy to ANY fruit or vegetable, please inform a 
member of staff, if it is not already recorded on your enrolment information. 
Below is a list of the food being served during snack time. If, for any reason, your child can not 
have something on offer, please put a cross next to the item and inform the manager/office.   
 
 
Sainsbury’s Multigrain Hooplas Cereal 375g 
Contains wheat gluten, barley & out gluten 
Not suitable for customers with allergy to milk due to the manufacturing methods 

Warburtons Brown Sandwich thins x6 
Suitable for vegetarians 
Contains barley 
Contains gluten 
Contains wheat 
Contains soya/soybeans 

Sainsbury’s Fresh for Longer Wholemeal Bread Medium Sliced 
Contains wheat gluten & soya 
Not suitable for customer with allergy to rye gluten, barley gluten or oat gluten due to the manufacturing methods 

Sainsbury’s Cream Crackers 300g 
Contains wheat gluten 

Sainsbury’s Mild Cheese Spread 200g 
Contains cow milk 

I can’t believe it’s not Butter! Spread, Original 
Suitable for vegetarians 
Contains cows’ milk 

Sainsbury’s Honey, Basics 340g 
Clear honey 
Simply sweet, everything you want it to be! 
Not suitable for children under 12 months 

Milk 
Contains dairy 

Sainsbury’s Rice Pops 
Contains barley gluten 

Sainsbury’s Multigrain Boulders 
Contains wheat gluten, barley gluten & oat gluten 

Sweetcorn 
Tomatoes 
Cucumber 
New York Bakery Co. Plain Bagels x5 
Suitable for vegans 
Suitable for vegetarians 
Contains barley 
Contains gluten 
Contains wheat 
Contains rye 
May contain sesame seeds 

Tuna Chunk in Sunflower Oil 
Contains fish 

Mission Deli Wraps Plain 
Suitable for vegetarians 
Contains wheat 

Sainsbury’s Plain Tortilla Wraps 
Contains wheat gluten 
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Sainsbury’s crumpets x8 
Fortified British wheat flour (wheat flour, Calcium Carbonate, Iron, Niacin, Thiamine), water, sugar, spirit vinegar, yeast, raising agents: Disodium 
Diphosphate, Sodium Hydrogen Carbonate, Salt, Acidity Regulator: Glucono-delta-lactone; Preservative: Potassium Sorbate. 

Sainsbury’s Low Fat Rice Cake, Be Good to Yourself 130g 
Dietary Information 
Not suitable for customer with allergy to sesame due to the manufacturing methods. 
Wholegrain Brown Rice 

Sainsbury’s Sweetened Soya Alternative to Dairy Milk 1L 
Water, Hulled soya beans (7%), Apple Extract (3.5%), Tri-calcium Phosphate, Maltodextrin, Sea Salt, Stabiliser: Gellan Gum, Vitamin B2 
(Riboflavin), Vitamin B12, Vitamin D2. 

Organic Oatly Oat Alternative to Dairy Milk 1L 
Ingredients 
Oat Base (Water, Oats* 10%), Sea Salt 
*Organic Ingredient 

Dietary Information 
Organic, Contains Oats, Free from Lactose, Free from Milk, Free from Soya/soybeans 

Pure dairy and gluten free Soya spread 
Sainsbury’s British Medium Cheddar 400g 
Cheddar Cheese (Cows’ Milk) (100%) 
Packaged in a protective atmosphere 

Sainsbury’s basics British cooked ham 
Pork 

 


