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Aims 
 

• To provide affordable, wraparound childcare for working parents/carers.  
 

• To provide a welcoming, safe and secure environment for pupils before the beginning of and 
after the school day.  

 
 

 
Introduction 
 
The All Saints CE Primary School’s Extended Day provision consists of ‘Early Bird Club’ (7.45am-8.50am) 
and ‘Tea Bird Club’ (3.30-6pm). It is run by school staff and exists to provide out-of-school hours’ 
childcare for our working parents/carers.  
 
The children have a choice of activities on offer. They are also encouraged to be independent at these 
times and to make decisions for themselves, through participation in activities with each other, 
developing social and interactive skills.  
 
The club operates in term time only, (excluding INSET days), and current costs for each session are set 
out below in Section 5. A copy of this policy is to be provided to all parents of children attending the 
club and is also available on the school website.  
 
Admissions 
 

• Only children attending All Saints Primary School are eligible to attend the club.  

• All places are subject to availability.  

• The registration process must be completed prior to the child’s commencement at the club.  

• This policy is available for parents to view via our school website.  

• All club staff are made aware of the relevant details (shared by parents on the registration 
form) of all children who are signed up.  

• Children’s attendance is recorded in an online register.  
 
Booking Places 
 
Booking and payment and payment will be made online. Booking closes two school days in advance 
to allow for staff ratios to be considered. Please contact the school for any late bookings/cancellations. 
 
Pricing Policy 
 

• The cost for Early Birds is £4.50 per session for the first child and £3.50 for siblings (an 
additional £1 will be charged for early drop off at 7.45am). The cost for Tea Birds is £15 for 
the full session.  Part sessions are not available.   

• Payments should be kept up to date and all balances should be settled at the end of each 
month. If you are having any problems with this, please contact the School Business Manager 
as soon as possible, so that a payment plan can be arranged. 

• Payment is due for all booked sessions, even if your child is unable to attend. Refunds are not 
given unless the child is absent from school due to sickness, but you can amend bookings 
online up to 48 hours in advance.  



• Parents/Carers will always be given at least a half term’s notice of any change in fees. We are 
registered to accept childcare vouchers (under the school name). 

 
Staffing 
 

• Staff will be suitably qualified to take all ages attending the club.  

 

• The club will be staffed at the ratio of 1 adult for every 30 children. In addition, other members 
of school staff will be on the premises from 8am-6pm. The staff of Tea Birds will be responsible 
for children during the running time of the club. 

 
Arrival and Departure 
 
Early Bird 

 

• Parents/Carers are required to bring their child to the gate on Tylden Way and must be fully 
handed over to a member of school staff before the parent leaves the premises. 

• All children will be sent directly to their classrooms at 8.50am.  

• Parents must call the school office if their child is going to be absent from the club, using the 
usual absence reporting procedures, but making it clear that it is absence from Early Bird Club.  

 

Tea Birds 

• Children will be collected from classrooms by staff. 

• Tea Bird Staff will check reasons for any unexplained absence at the beginning of the session. 

• Parents may collect children at any time from Tea Birds, but the full session price will still be 
payable.  

• Parents should collect children using the gate in Tylden Way that leads to the back of the 
Music Room. 

• There will be a 10 minute grace period for collections, but an additional fee of £10 for every 5 
minutes past this time will be charged if staff have to stay later than 6pm to wait for 
parents/carers. 

 
Daily Routine 
 
Early Birds 

• From 7.45am onwards, Parents/Carers bring their children to school, using the gate on Tylden 
Way. The club is situated in the Music Room where a range of activities are set out. 

• Children may bring a healthy snack to enjoy (no nuts) but breakfast is not provided.  

• 8.45am is tidy up time, encouraging the children to take responsibility for their environment.  

• At 8.50am, children collect their coats and bags. Children are sent directly to their classrooms. 
Children in Reception and KS1 will be accompanied. 

 
Tea Birds 

• Children will be registered in the music room. Activities will be planned around a theme and 
there will be indoor and outdoor options (weather permitting).  

• Children will stay in school uniform for the duration of the club 

• Children may complete homework at the club, but staff will not be able to assist with this. 



• A light snack will be served to children at Tea Birds.  All allergies must be highlighted on your 
registration form. As an alternative, children may bring a light tea/healthy snack that can be 
eaten cold. The school’s nut free policy will still apply.  Food must be labelled and will be will 
be stored in a refrigerator during the school day.  

• Please see above for collection of children. A mobile telephone number for parents to contact 
Tea Bird’s staff is provided.  

 
Safeguarding 
 
All staff supervising children at Early Bird and Tea Bird will be employed directly by the school and will 
therefore have undergone all usual pre-employment checks and training. In addition, there will always 
be a qualified first aider available.  
 
The school’s ‘Safeguarding Policy’ will be adhered to by the staff. 
 
Behaviour 
 

Whilst attending Extended Day Clubs, children are expected to:  
 

• adhere to the school’s behaviour policy 

• respect one another, accepting differences of race, gender, ability, age and religion 

• choose and participate in a variety of activities 

• ask for help if needed, and  

• enjoy their time at the club 
 
Positive behaviour will be encouraged by staff acting as positive role models, praising appropriate 
behaviour and informing parents about individual achievements.  
 
Dealing with inappropriate behaviour: Early Birds and Tea Birds will follow the school’s Behaviour 
Policy. Any child that persistently disrupts the smooth running of either Club may forfeit their place.  
 

Monitoring and Evaluation 
 
This policy will be reviewed every two years or if there are any emerging changes in the law or 
school policy. 
 
  



Revision History 
 

Issue 
Number 

Date 
Revised 

by 
Detail of Change 

01 09/05/2019 CB New Document 

02 04/11/2019 CB 
Updated now Club is running successfully. 
References changed to online booking and 
Safeguarding information updated. 

03 20/07/2022 CB 
Revised to include Tea Birds and renamed ‘Extended 
Day Policy’  

04 15/11/2024 JS 
Revised start time from 8 am to 7.45am, added that 
an additional £1 charge would be made for early 
start. 

05 15/11/2025 JS No changes. 

06 29/01/2025 JS Minor text adjustments and changes in formatting. 

 
Note: For single amendments to the document, detailed information is to be added to the “Detail of 
Change” section, for multiple changes give a general description for the reason for change. Where 
possible reference the section number and / or page number of the change 
 
 
 
 
 


