
Blackheath Primary School 

After School Club Guidelines 2016/2017 

1. All staff/volunteer/external providers delivering an after school club at Blackheath
Primary School must have prior approval from SLT.

2. All volunteers and external providers will be asked to have an induction led by the
Business Manager in advance of delivering an after school club.  At this induction the
following guidelines and policies will be discussed;

 Health and Safety

 First Aid

 Child Protection/Safeguarding

 After School Club procedures
3. All after school club providers must have an enhanced CRB/DBS.  Evidence of this

should be provided via a letter (see appendix 1 detailing the information required)
4. A list of children who are taking part in any club will be given to the extended schools

co-ordinator detailing parent contact details.  The extended schools co-ordinator will
give a register to club leaders. This register should be handed in at the end of the
session to the extended schools co-ordinator.

5. All external providers must provide risk assessments where appropriate and proof of
public liability insurance.

6. Parents/carers must be asked to sign a form giving permission for each child to
attend a club. Parents/carers must be informed of the finishing time for the club as
the school will NOT contact parents if their child does not attend the club.  The
Extended Schools Co-ordinator will check with the class teacher as to whether the
child has been collected.

7. All clubs must finish promptly at the specified time. The club leader in charge has the
same duty of care as at the end of the school day. If a child is regularly not collected
on time at the end of a club, this child could be prevented from remaining in or
joining a club (see late collection policy)

8. A register will be taken at the beginning of each club by the club leader. If a child
does not attend an activity or a club for three weeks running (without reason), they
will be removed from the register and parents/carers will be informed and the place
filled where possible.  Refunds will not be given.

9. Any pupil who persistently misbehaves or disrupts a club will be removed from the
register and parents/carers will be informed by SLT.

10. If a child wishes to withdraw from a club or activity they must ask their
parents/carers to contact the school so that we are aware that they are withdrawing
with parental permission. Refunds will not be given.

11.If a child for any reason cannot attend a club it is expected that they, or their parents
out of courtesy inform the school office.



12.A club should only be cancelled in extenuating circumstances, i.e Industrial action.    
     Where possible parents/carers will be given 24 hours notice of cancellation. 
13. No child should be taken off-site unless the usual off-site procedures have been  
       followed and parent have been informed. 
14. All clubs will not run for the first week and the last week of the Autumn, Spring and  
       Summer term. 
15. All providers are made aware of the schools first aid procedures. Providers to make    
       contact with the extended schools co-ordinator in the event of an emergency and a     
       parent needs to be contacted. 
16. All parents/carers will receive notification if their child has gained a place in a club. 
17.KS2 Pupils are responsible for getting themselves to the after school club and  
      remembering when they are held (class teachers will be given a list of who attends     
      which club and where the club is being held). 

      18. Reception and KS1 Pupils will be taken to their after school club. by the Extended    
            Schools Co-ordinator or LSA. (class teachers will be given a list of who attends which    
            club and where the club is being held). 
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