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Wraparound Care Policy and Guidelines 

 
Purpose of the policy 

To outline how the school delivers childcare provision before and after school hours. This policy 

covers Breakfast Club, Early Birds, Prep (homework club), After School Care and Holiday Clubs. 

Provision may be altered in response to COVID regulation and restrictions (see Appendix 1).  

 

Aims 

Through our wraparound care we intend to: 

• Provide a safe and welcoming environment for the pupils before and after school. 

• Provide opportunities for the older pupils to complete their homework. 

• Provide opportunities for the pupils to relax, have fun and play together before and after 

school. Additional after school clubs are provided that offer an academic or activity focus. 

• Encourage co-operation and develop friendships between age groups. 

 

Hours 

• Breakfast club is from 7.30-8am each day, in the main school hall. This is for pupils from 

Nursery to Form VI. Fees are chargeable for Breakfast club 

• The LRC door will be open at 7.30am and close at 7.40am. 

• The Early Bird session operates from 8am to 8.30am. The provision for Early Years pupils is 

in the Early Years building and the provision for Form I to VI is in the main school hall. 

• For Early Birds the LRC door and the front door to the Early Years will open at 8am and close 

at 8.40am when school begins. Pupils who arrive after this time must report to Violet House 

to sign in. 

• Prep operates, in the Senior House building, from 3.30pm until 4.30pm with collection from 

the LRC door. 

• After School Care provision operates from 3.30pm until 6pm. Pupils in the Early Years stay in 

the Early Years building from 3.30-6.00pm. Pupils in the Junior House Building (FI & II) are 

taken to the Early Years building at 3.30pm. Pupils who attend clubs will be taken to After 

School Care (ASC) at 4:40pm. ASC in the main school is held in the Early Years building from 

3.30-6pm. 

• Pupils staying at ASC beyond 4:30pm are provided with a small snack of sandwiches and 

fruit. 

 

Registration and payment of fees. 

• Breakfast club, Early Birds and After School Care are available to all Seaton House pupils 

from Nursery to Form VI.  

• Prep is available to all pupils from Form III to Form VI. 

• Pupils, from Form I to VI, attending Breakfast club or Early Birds are registered, by a member 

of staff, on arrival. 
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• Pupils in the Early Years, attending Early Birds (from 8am), are taken to the Early Years 

building and marked on the class registers. 

• Parents book wraparound care in advance via the ParentMail app for Breakfast club, Prep or 

ASC facility to enable staffing to be arranged  

• A register is kept to record arrival and departure times.  

• Pupils who are not collected after the end of the school day, after Prep (homework club) or 

a club will join ASC and be added to the register. The time they join will be noted alongside 

their name. They will then be charged for their time in ASC. 

• The Fee for Breakfast club is £4.10 for 30 minutes. 

• The Early Birds provision does not incur any additional fees. 

• Fees for ASC and Prep (currently £8.20 per 60 minutes) are charged as follows: 

 

3.30-4.30pm (1 hour) 

3.30-5.30pm (2 hours) 

3.30-6.00pm (2.5 hours) 

 

Note: Some variations to these timeslots are available when activity clubs such as gym, 

netball, LTA etc. are running. Full details are shown in the ASC registers in ParentMail. 

 

If your child is collected part way through a session they will be charged for the full session, 

i.e. if collected at 4.00pm the charge until 4.30pm will apply. 

 

• Parents pay for ASC at the time they book sessions in ParentMail. Sessions are generally 

bookable termly in advance. Bookings can be made up to midnight on the day before the 

session is required. Late bookings on the day are only acceptable in exceptional 

circumstances and are subject to an additional charge (see Terms & Conditions below). 

• There is a payment option detailed as ‘Pay Later’. This must only be chosen if you wish to 

pay for the sessions using Childcare Vouchers/Tax Free Childcare. If you pick this option 

please advise the Finance Team (Mrs Protheroe) that you are arranging payment in this 

way.   

 

Wrap Around Care Fees Terms & Conditions 

 

• Late bookings received on the day of attendance will incur an additional late booking fee of 

£5. 

• If a WAC booking is cancelled with less than 24 hours notice, the fee paid will not be 

refunded unless the child is ill and has not attended school that day. 

• The onus is on the parents to ask for a refund in these circumstances. Please apply to School 

Office for refund consideration. 

• Late collection (more than 10 minutes late) from the session booked will incur an additional 

charge for the following session, e.g. if collection at 4.30pm is missed, the charge for 4.30pm 

to 5.30pm will be levied. 

• A late collection fee will be charged if a child is collected more than 10 minutes after the 

final days session finish at 6pm. The late collection charge is £25 for collections after 

6:10pm. 
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• Frequent late bookings or collections cause additional administration for the school and 

should be avoided wherever possible. If parents regularly book or collect late, the school 

reserves the right to discuss with the parents concerned and may take the step to refuse 

future bookings. 

 

Snacks 

• Toast is provided for pupils attending breakfast club. 

• Parents are asked to provide a small snack for pupils to have at the start of ASC or Prep. 

Additional fruit will be provided in ASC. 

• The pupils in ASC are encouraged to wash their hands and sit at a table to eat their snack 

during the registration period. 

• The pupils are encouraged to have a drink of water from their water bottle, alternatively 

fresh water can be provided. 

 

 

Staffing: 

• All staff adhere to the Seaton House staff code of conduct policy. 

• All staff have had an enhanced DBS check and complete an annual suitability declaration. 

• All staff follow the Seaton House Safeguarding policies and procedures. 

• Suitable staffing arrangement are in place for Breakfast club, Early Birds, Prep and ASC and a 

member of the SLT is also on site. 

 

Activities/provision 

• Prep is an opportunity for pupils in Forms III-VI to complete their homework in a quiet, 

supervised environment. 

• ASC is an opportunity for pupils to relax and play. It is not an academic or activity club as 

these are offered elsewhere in the school.  

• In ASC once snacks have been eaten, the pupils are able to choose from a planned activity 

and a variety of additional provision including: drawing, reading, puzzles, games and 

construction. The outside area is opened once the gates have been closed and it is safe to 

do so. The pupils can choose to play inside or outside, when the weather permits. 

• ASC staff are available to support the pupils as they play and ensure their safety and well- 

being. 

• Reading for Form I - VI girls is encouraged during Early Birds. 

 

 

Safeguarding procedures 

• All staff will follow the school safeguarding policy and procedures and understand that it is 

their responsibility to safeguard all pupils in their care. 

• A register is kept to log all pupils attending on that day in Breakfast club, Early Birds, Prep 

and ASC. When parents/carers collect from ASC the time of pick up will be noted. 

• If an unfamiliar adult is going to be collecting a child, parents are asked to inform staff in 

advance. All pupils have a password provided by parents. Unfamiliar adults will be asked to 

give the password when collecting a child. 

• Parents/Carers collecting children from ASC need to ring the door bell, and wait outside 

while a member of staff brings their child/ren out. Parents/Carers should not go into the 
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classroom. If collecting from Prep parents must wait outside the LRC door and wait until 

they are dismissed by a member of staff. 

 

Health and Safety 

• Equipment will be stored safely and regularly checked to ensure it is safe and suitable for 

the pupils to use. 

• Pupils are encouraged to wash their hands with soap before eating. 

• Staff must be aware of pupils who have a health care plan. A list of medical needs and 

allergies is kept in the staff kitchen. 

• Parents contact details are kept on SIMS and in a locked cupboard in the office but are 

accessible to staff if they need to contact a parent. 

• Pupils with medical conditions or severe allergies will be identified on the register and 

medication (such as inhalers, epi pens) will be accessible to staff, if needed. 

• The school policy on the administration of medicines applies to all wraparound care. 

• If a child becomes unwell parents/carers will be contacted as soon as possible to arrange 

collection. 

• A register is kept of all the pupils attending any wraparound care. In case of a fire or need to 

evacuate the building, staff will follow the school protocols.  

• The member of staff serving breakfast has completed a level 2 food hygiene course. 

 

First Aid 

• A First Aider will be on site at all times. 

• Accidents will be recorded in an accident book and parents/carers will be informed when 

they collect the child. 

• A first aid kit will be available in the Early Years, Senior House and Junior House medical 

rooms. 

 

Security & Collection 

• Parents collecting from activity clubs and Prep are asked to collect from the Learning 

Resource Centre (LRC) door. Parents wait outside and a member of staff will dismiss the 

pupils from the LRC door. Anyone not collected at the end of the club or Prep will be taken 

to ASC. 

• Parents collecting from ASC will wait outside and their child will be brought to them. 

Parents and carers should not come into the classroom with the pupils. 

• If a pupil has not been collected by 6.00pm parents will be contacted followed by all other 

additional contacts on the pupil’s file. In the event that it is not possible to contact a 
responsible adult and we are suitably concerned, Social Services may be informed.  

• A charge will be levied for all late collections (see fees).    

• Parents can contact ASC during ASC hours via the main school office number and selecting 

option 3. 

 
Holiday Club Bookings Terms & Conditions 

• Bookings should be made in advance via ParentMail. Late bookings will only be accepted 

if there is availability for that day. 
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• Cancellations due to illness will be refunded or the booking moved to an alternative day 

if possible. 

• Cancellations due to non-medical reasons are non-refundable unless the space can be 

filled by another child. 

 

 

 

 

 

 

 

 

 


