FEEDBACK
We really hope that your child enjoys coming to our Early Riser’s Club, if you have any comments or suggestions we would love to hear from you.  Please either come in to see Mrs Kirk in the school office or alternatively telephone or email us on the school email address: oldfield@rbwm.org.  

If you have an urgent enquiry we suggest you call the school telephone number, 01628 621750 during school hours.  
OLDFIELD PRIMARY SCHOOL

EARLY RISER’s CLUB
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GENERAL PROCEDURES FOR PARENTS
This leaflet should give you all the information that you need to register and book your child into the Early Riser’s Club.  If you have any further queries please contact Mrs Kirk, or a member of staff in the school office, on 01628-621750.
We can only offer 20 places each day at present, this is strictly on a first come, first served basis each term.

The sessions are very popular and as we only have a limited number of spaces available each day, it is very important that you get your registration and booking forms for the term ahead sent in as early as possible, to avoid disappointment.

WHAT HAPPENS?
Full Session - for a cost of just £3.00 your child/children can come into school at 8.00am, be provided with cereal or toast, plus a drink.  After eating, children will be able to take part in organised and supervised activities (inside or outside – depending on the weather), or they will be able to sit quietly to finish off homework and reading, before beginning the school day.  You may also bring your child in at 8am and no breakfast provided this will be at a cost of £2.
Half Session - as an alternative to the full session we offer a half  session - for just £1.00 you can drop your child off at 8.25am to be looked after by our staff until the start of the day.  If you wish to attend this half session, please do not arrive any earlier than 8.25am. Any child arriving before this time will be assumed as attending the full session and the full fee of £3.00 charged for the day.
Fees are payable in advance for all sessions and still payable if a session is missed / cancelled. This will only be waived in extreme circumstances and at the Headteacher’s discretion.
You can by all means try to join on an adhoc basis, but must be aware that because of children to adult ratios allowed by law, we may not be able to admit your child – therefore, you should attend with your child on the first day of any new booking.
REGISTRATION
ALL children wishing to attend the Early Riser’s Club for either session must be registered first.  This is a one-off Registration form, for which there is no charge. This form must be completed at least 48 hours before your child attends the club for the first time.  Once the registration form is completed you will only have to fill in the booking forms for any future sessions you wish to attend. 

As well as your child being registered with the Club, the sessions required need to be booked in advance by way of a booking form.  This can be done on a monthly or termly basis, as long as spaces are available.
BOOKING FORMS & PAYMENTS
Booking forms and payments for either session must be given in to the school office in advance of each new booking, (ideally at least a week before commencement). Places are very limited and children cannot turn up without a pre-booked place as most sessions are full to the limit.  However, if you have an emergency we will try wherever possible to be accommodating, as long as we are given as much notice as possible, as we may have to find additional members of staff at short notice!  
You must come in on the first day of every new booking (for either session) to sign your child in.

However, if you have pre-registered and pre-booked (at least 48 hours earlier) for the 8.25am session your child may attend alone for the rest of that booking period only.

When filling in the booking forms please make sure that you clearly write the dates you wish your child to attend in the relevant boxes on the booking form.  The first part of the form is for the “Full” sessions and the second part for the “Half” sessions.  Please don’t just tick boxes, but write the dates on the forms.  It is very important that the forms are completed clearly and accurately so as not to disappoint.  If you require a mix of Full and Half sessions, both sections of the form need to be filled in wherever required.

Booking forms and money must NOT be given to the club staff before the commencement of the sessions, but must be handed in to the school office in advance. Booking forms MUST be accompanied by full payment, either cash or cheques, (made payable to RBWM). The cost for the Full sessions is £3.00 and £2.00 and £1.00 for the half sessions.
Please note we cannot accept email or fax bookings. Additionally a message left on the school’s answering machine will not constitute an agreement of booking a place for your child.

DROP OFF TIMES
The Full Session will run from 8.00am, there will be no admittance to the school and grounds until 7.55am each day. The Club staff need to prepare breakfasts and play equipment for those attending that day - we are not insured to have unsupervised children anywhere on the school premises before commencement of the school day.  
The Half session will run from 8.25am and children should not arrive any earlier than this. Any child arriving before this time will be assumed as attending the Full session and the full fee of £3.00 charged for the day.

PLEASE REMEMBER that you will need to bring your child along on the first day of any new booking to sign them in.

CANCELLATIONS 
If you know in advance your child will not be attending a booked session you can call Mobile No. 07580 362378 up until 2.00pm, after this time you can call the school office up until 4.30pm and a message will be left for the staff for the next morning.  
From September 2011 onwards, we are unable to give refunds due to the high demand for places.
EMERGENCY BOOKINGS

If all 20 places are gone, we will not be able to take another child into the club, except in an emergency, and providing that we are able to find a third adult to help supervise. Legislation currently dictates that we must have 1 adult carer to every 10 children.  If the numbers were to go above 20 per day (to cover emergencies) we need to know in plenty of time to try to find a third member of staff to be available.  It is not guaranteed that we will be able to do this and you / or your nominated carer should (as well as giving as much notice as possible) bring your child into school personally, in case you need to make alternative arrangements.  
If you need to make an emergency booking please call the Early Risers mobile (07580 362378) before 2.00pm or the school office before 4.30pm. However, any messages left on the Early Risers mobile will not be picked up until 7.45am the following day.

PLEASE NOTE
· Under no circumstances will a message left on the school’s answering machine constitute an agreement of a place for your child.
· A booking form without payment will not constitute confirmation of your place.  

· If you need to make a late booking in an emergency and you have given us notification of this situation, you must make payment as soon as possible (ie. the following day).  
· Copies of all booking and registration forms are available on the school website. 
· The school cannot accept any responsibility for any forms and payments lost in transit if given to your child to hand in.
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