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Achieving, Belonging, Caring



Introduction  

A safe & secure child care facility which provides a high standard of engaging interaction for children 

SCAPA is part of Sherborne Primary School and provides child care during term-time and the school holidays for children aged 4 to 11 years in a safe, happy environment. Children are supervised by professional and experienced staff. Children must be 4 years old and in full time education. (We are unable to accept children prior to them starting in Reception year at school). A broad and balanced programme of recreational and educational activities is provided . 

Children are supervised at all times by members of staff until collected by their parents or named substitute. 

SCAPA offers:
Breakfast club before school 7.45am - 8.40am
After school club 3.15pm - 5.30pm
Holiday Club throughout the school holidays (excluding bank holidays, Christmas holiday & Sherborne Primary School INSET Days) 7.45am - 5.30pm

SCAPA is registered with OFSTED registration number 144417 as a day care facility 


Contact Details

SCAPA 
Harbour Way
Sherborne
Dorset
DT9 4AJ
Telephone 01935 812619
Email scapa@sherbornepri.dorset.sch.uk 
Website www.sherbornepri.dorset.sch.uk/scapa
Facebook page https://www.facebook.com/S.C.A.P.A.sherborne/





Timetables

Breakfast Club

	7.45am
	Breakfast Club opens

	7.45am
	Breakfast is served. A selection of cereals, toast, pancakes, bagels and crumpets available. Also, a selection of fruit juices, water and milk to drink. Please inform SCAPA of any allergies upon registration or as known


	8.15am             
	Breakfast finishes / Free Play

	8.40am             
	Breakfast Club ends and children are sent to class




After School Club

	3.15pm             
	First Session. After school snacks are provided. A selection of healthy snacks with liquid refreshments. (allergy information is vital to keep our children safe)



	4.00pm             

	Second sitting snack on busier days        


	4.15pm             
	Second Session. Children are offered a choice of activities. Inside or outside play


	5.30pm
	After School Club Closes



Holiday Club (Please see bespoke timetable for more details)


	7.45am
	SCAPA opens start of morning session

	8.30am
	Breakfast is served (same variety as breakfast club) please remember to inform the team of any allergies

	10.00am
	Morning activities starts

	11.15am
	Children’s choice of activities

	12.30pm
	Lunch (Children to bring their own lunch) please remember we are a ‘nut free’ school, linked to allergies

	12.30pm
	Morning session ends, afternoon session begins

	2.00pm
	Afternoon activities start

	3.15pm
	Snack

	3.30pm
	Children’s choice of activities

	5.30pm
	SCAPA Closes




SCAPA Staff

SCAPA Management 

Rebecca Harvell - Existing school staff, Paediatric first aid 12-hour course, Food hygiene and Designated Safeguarding Lead. 


SCAPA Supervisors & Playworkers are all SAST Staff 


Missing or uncollected children

If after registration a child/ren are not present that are booked in to take the session the following procedure will be undertaken:
· School absence list will be checked to see if child/ren were absent from school.
· After school clubs lists will be checked to see if the child/ren are attending.
· Answer phone will be checked for messages. 
· Club leader will check with the class teacher to see if the child has been collected by an appropriate adult.
· Club leader will check with the school office.
· Parents will be contacted in the first instance by telephone
· If parents / carers have made alternative arrangements for collection they must inform the school office & SCAPA asap (in writing or by email). Children can’t be released without this information
· Emergency contacts will be contacted in the second instance by telephone. 
· If these contacts are unavailable after approximately one hour, the police and Social Services will be informed. Appropriate Senior Staff will be informed 

There is an expectation that parents will collect their child/ren from the After School Club at the end of their booked session either 4.15pm or 5.30pm. In the event of delay please contact the school. In the event that a child goes missing the following procedure will be undertaken:
· Appropriate school staff will be informed of the missing child. 
· Club Leader will search the inside of the building and delegate an outside search to the building to another member of staff. 
· If the child remains missing the emergency services will be contacted. 
· The Head of School / Senior Leader/s will be informed.

In the event that a child is not collected at the arranged collection time the following procedure will be undertaken: 
· [bookmark: _heading=h.7w1y0tunqez0]Parents will be contacted in the first instance by telephone. 
· Emergency contacts will be contacted in the second instance by telephone. 
· If these contacts are unavailable after approximately one hour, the police and Social Services will be informed. Appropriate Senior staff will be informed 

Late Collections (unplanned) - Costings:

The school completely understands that on the very rare occasion a parent / carer might get delayed linked to an unavoidable emergency (traffic, personal circumstance etc.) However, if this is constant occurrence / the parents or carer is considerable late (more than 10 minutes) this will have an effect on the staffing within SCAPA and so the following charges will be incurred via invoice to their Arbor account:

· If the parent / carer collects after the agreed (paid) 1st session (After-School Club - 4:15pm), linked to the criteria above, then they will be charged an extra session (£6).
· If the parent / carer collects after the agreed (paid) 2nd session (After-School Club - 5:30pm), linked to the criteria above, then they will be charged a ‘late fee’ (£5).
· This will also apply to the Holiday Club linked to the criteria above (a standard ‘late fee’ £5).
· If your child has to be placed into SCAPA (due to collection being beyond 15 minutes - 3:30pm). This will incur a £5 charge for each session that this entails (maximum charge of £10).

Parent Involvement and Agreement Policy 

Parents are the first educators of their children. The aim of the club is to support their essential work, not to supplant them. We will:

· Make all new parents aware of the club’s systems and policies (including high standards of behaviour required at all times)
· Encourage all parents on an individual basis to play an active part in the management of the group.
· Make known to all parents the systems for registering queries, complaints or suggestions.
· Children should be collected promptly at the end of the session. We ask that if a child has forgotten a necessary item to take home, which might be within school, that only children or with support of a Scapa member of staff retrieve these items linked to our safeguarding policies
· Children are not allowed to leave the club unless accompanied by their parents/guardian or nominated other adult/s. If the parent/guardian is unable to collect his/her child/children they must inform the supervisor of the nominated other responsible adult. No child will be allowed to leave the premises with unknown persons.
· All fees will be paid in advance via Arbor. 


Behaviour Management Policy (See bottom of this document)

We understand that children have “good” and “bad” days and that sometimes they behave in an unacceptable manner for many understandable reasons. However, it is our role to protect all our children against aggressive, disruptive and rude behaviour. We will sit the children down to discuss what they consider to be acceptable behaviour and the high standards of behaviour required will be displayed within the SCAPA facility.

We feel it is helpful to everyone to put in place a behaviour policy which will be followed at all times. Breakfast club, After School Club and Holiday Club and differs from the School Relationships Policy.

We believe that children flourish best in an ordered environment in which everyone knows what is expected of them and children are free to develop their play and learning without fear of being hurt or hindered by anyone else. We aim to work towards a situation in which children can develop self-discipline and self-esteem in an atmosphere of mutual respect and encouragement. 

In order to do this:

· Rules governing the conduct of the club and the behaviour of the children will be discussed and agreed within the club and explained to all newcomers, both adults and children.
· All adults in the club will ensure that the rules are applied consistently, so that the children have the security of knowing what to expect and can build up useful habits of behaviour.
· All adults will provide a positive model for the children with regard to friendliness, care and courtesy.
· Adults in the club will praise and endorse desirable behaviour such as kindness and a willingness to share.
· We will take positive steps to avoid a situation in which children receive adult attention only in return for undesirable behaviour.
· PARENTS & CARERS WILL SIGN AN AGREEMENT FORM TO THESE BEHAVIOUR RULES WHICH SIGNIFIES AGREEMENT WHEN JOINING SCAPA (a copy of the rules below are available on the SCAPA page on our website and on the desk in SCAPA)
[bookmark: _heading=h.j1f0cyfj96ae]








When children behave in unacceptable ways:
 
	
	Behaviour 
	Consequence

	Level 1
	For Example:
If you are rude to another child
If you are unkind to another child
If you are rude to an adult
Shout out when an adult is speaking or taking the register 
Damage equipment
If you do not behave in an acceptable way at meal times
	Any of the following could be used:
Remind you of acceptable behaviour
Thinking time away from the others for 5 minutes
Thinking time on a table of your own
Be asked to apologise 

	Level 2
	For Example:
Continue with any level 1 behaviour 
Fight
Hit someone
Spit
Steal
Argue rudely or aggressive with an adult
Deliberately damage property 
	Any of the following could be used:
Remind you of acceptable behaviour
Thinking time away from the other for a further 5 minutes
Speak to your parents when they collect you
Be asked to apologise
Be sent to a Senior Member of SCAPA staff / the situation discussed with them 
Parent / carer warned of consequences of further unacceptable behaviour 


	Level 3
	For Example:
Continue with any of level 1 or 2
	Parents will be called and asked to collect immediately to allow for a cooling off period.
Repeat Level 3 Behaviour may risk future bookings.




Complaints Procedure

SCAPA aims to welcome all children and families and provide a stimulating and safe environment for all children. We aim to deliver the highest standard of care and to foster good relationships with families in attendance. Parent / carers' views are acknowledged and respected. SCAPA follows SAST complaints procedure (https://www.sherbornepri.dorset.sch.uk/key-information/policies/) and ensures that any complaints are dealt with in a timely manner. As there is regular exchange between parent / carers and SCAPA staff it is hoped that minor concerns can be resolved during these times. 

Any formal complaints should be raised in writing with the SCAPA Manager. An immediate response may not always be possible as staff may have to liaise with one another. We aim to respond to you within 48 hours. An appointment will then be arranged for you to come to SCAPA to discuss your concerns. Parents / carers are entitled to have a friend or family present at this meeting. The discussion and outcome will be recorded, and all reports will be countersigned and dated by management and parents / carers.

If parents / carers are dissatisfied with the outcome this can be escalated to our Head of School in the first instance and then, if necessary our Executive Head. The complaint will be investigated, and all parties will be notified of the outcome within 28 days. 

If following this procedure parents / carers feel that the matter remains unresolved it may be referred to Sherborne Primary School Governing Body – please see full details of this stage as described within SAST Complaints Policy (see link to our website above). If a parent / carer is not satisfied with the outcome of a complaint they should refer it to the said policy mentioned above for further details


Health and Safety Policy (including our Covid Risk Assessment)

See Sherborne Primary School Policy 
https://www.sherbornepri.dorset.sch.uk/key-information/policies/

Admissions Policy

A maximum of 45 places available per session after school and holidays, Breakfast club has 50 places per morning


See Sherborne Primary School Policy

· Children are welcome from all Primary schools & do not have to attend Sherborne Primary School (Holiday Club Only)
· Please contact our office 01935 812619 for further details / information / registration forms / online booking & payment details etc.

Data Protection Policy 

See SAST Policy
https://www.sast.org.uk/about-us/trust-policies/

Safeguarding and Child protection/ Intimate Care  policies and procedures 

See Sherborne Primary School Policy and SAST (see links above)

Health and Safety Policy

See SAST Policy (see links above)

Special Educational needs and Disability Policy / 1:1 Procedure

See Sherborne Primary School
· If your child usually requires an adult to support them at school, please contact our SCAPA Management Team to discuss any support required (this might include an extra charge if individual support is necessary, particularly for health & safety reasons)

Accessibility Plan and Equality Objectives

See Sherborne Primary School Policy (see links above)



For mixed age classes – in this case, years 1 – 6:  
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October 2019

- Dear Parents/Carers,

" We base our reading scheme primarily on Oxford Reading Tree. Your child will start
to bring home 2-3 reading books from this scheme a week this half term. We ask

= that you share the books more than once so that your child can consolidate learning
and develop as wide a reading vocabulary as possible. Ve will also give you a reading

° bookmark to share with your child, so that you can ask questions to help with their
comprehension of the text shared. Your child's books will be changed on a Monday

2 but we ask that they have their book folder with them everyday. This is because we
will continue to help them with their individual and group reading at school,





