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Owls Club telephone number:
02476 464088 – option 3
(only in use during Owls Club opening hours)

Email address: sjv_owls@hccmac.co.uk



Welcome to St John Vianney Owls Club
This booklet will tell you a little bit about us and what we do. 
Based at St John Vianney R.C. Primary School, we provide quality childcare before and after school for children aged 3 to 11 years old. 
At SJV Owls Club, we will endeavour to ensure that every child:
· stays safe; 
· is healthy; 
· enjoys and achieves; 
· makes positive contributions; 
· develops skills for life. 
SJV Owls Club is registered under the Early Years Foundation Stage and is committed to promoting the learning and development of those children, in partnership with parents, carers and the school. 

Staff and Qualifications 
All of our staff are trained to ensure that they are equipped to carry out their roles. 
Clare Hand – Owls Club Manager
Louise Blackwell 		)		
Georgina Donnelly	) – Owls Club workers
Bernie Kelly 		)
Staff vacancy

Opening Times and Prices: 
7:30-8:30 a.m. £6.00 per session                         (including breakfast) 
3:15-4:15 p.m. £6.00 per session                         (including snacks) 
3:15-5:30 p.m. £8.50 per session                         (including snacks) 
Registration fee £6.00 per academic year per child.
Fees are required to be paid monthly via Arbor. Invoices are emailed to parents each month. Charges will be added to Arbor on your child’s page under Owls Club each month. Please check your invoice on receipt for any discrepancies and advise by email if you have any queries.  Monthly payments must be paid by the due date stated on the invoice. We reserve the right to withdraw your child from Owls Club if payment is not received by the due date. It is essential to the sustainability of the club that payments are made on time. 
Please note that Owls Club will still operate even if a class is closed due to strike action, and you will be invoiced accordingly.
Working parents may be entitled to 20% off their childcare fees through the children’s tax credits from the HMRC (see GOV.UK website for more information) or voucher schemes offered by some employers as a tax-free benefit.  If you have childcare vouchers, please email the company details to sjv_owls@hccmac.co.uk so that we can register with the company and to allow you to use your vouchers. 
All booked places must be paid for, even if your child does not attend. Late collections will incur a fee. Please see Terms & Conditions for charges.
Repeated late collection may result in your child’s place being withdrawn. If a child is not collected by 6:00 p.m. and no contact can be made with the parents or emergency contacts, we will contact Social Care and arrange for them to care for your child until you are able to collect them. Please read our uncollected child policy for further details. 

Admissions
Owls Club is open to all children attending St John Vianney School. Before your child attends you will be required to complete an application form including emergency contact details and the parental agreement. You are welcome to call in and have a look around the club with your child so they are familiar with the setting. 
Places are allocated on a first-come, first-served basis though priority will be given to children with siblings already attending the club. If Owls Club is full your child’s name can be placed on a waiting list and we will advise if a place becomes available.

Notice
If you wish to add extra sessions for your child to attend please complete a ‘Request to amend/cancel form’ and return by email to sjv_owls@hccmac.co.uk. This form is available on the school website or you can request a form to be emailed to you or from Owls Club staff.  You will be notified by email whether or not a place is available.  If there is no space available, your child will be placed on the waiting list for the sessions required. 

If you wish to reduce the number of sessions or days needed or fully cancel your child’s attendance at Owls Club you will need to complete a ‘Request to amend/cancel form’.  Please return the completed form by email, giving four weeks notice.  Please note that you will be charged for that period.

Arrivals/Departures
When dropping children off in the morning, please come to the front gate (staff car park).  If there is not a member of Owls Club staff on the gates please phone 02476 464088 – option 3 and a member of staff will come out to meet your child and escort them across the car park into school.
When collecting your child at the end of the day please park safely at the front of school and phone 02476 464088 – option 3. Your child will be brought out to the gates.  
When parking at the front of school please ensure that you do not block the neighbour’s drives and allow staff to access/leave the car park safely.
Please do not wait in your car, it is your responsibility to escort your child to a member of staff in the morning and to meet your child at the gate to collect them in the evening.
Please share this information with any family members who drop off or collect your child.

Non-attendance
Please ensure you contact the club, or school office if during school hours, if your child will not be attending Owls Club on a session that they regularly attend. If a child fails to arrive at the club after school, without an explanation from the parents, we have to implement our missing child procedure. This includes contacting the parents and all emergency contacts until the child’s location and safety is verified. 
If your child misses a number of morning sessions without any notice, we will make a courtesy call to you to check everything is ok. 




Breakfast/Snacks
All our breakfasts and snacks are selected and prepared to meet the dietary needs of the children at the club and are in line with the Food Standards set by the government for schools. We provide breakfast from 7:30 a.m. until 8:20 a.m. We provide one snack in the evening at 3:15 p.m. Snacks will be kept back for children who are taking part in after-school activities. All children must wash their hands before eating and can bring in a toothbrush to clean their teeth after breakfast if they wish. 
Please ensure that we are aware of your child’s dietary needs and any allergies when you complete the admission form. 

Behaviour
Behaviour expectations in Owls Club mirrors those of the school and the children are asked to follow our one school rule and the words of Jesus: “Love one another as I have loved you.”
In Owls Club we actively promote positive behaviour with praise and rewards. All incidences of inappropriate behaviour will be recorded and reported to parents so that strategies can be discussed to prevent further incidents. 
The children are encouraged to take ownership of Owls Club rules and discuss the implications of not following these. 

Illness 
If your child becomes unwell during an Owls Club session a member of staff will contact a parent/carer to arrange for them to be collected.

Safeguarding Children  
At St John Vianney Owls Club, we know that children have the right to feel completely safe from both fear and reality of abuse. We are committed to protecting all the children in our care where abuse is suspected. All staff are trained in recognising signs and symptoms of abuse and the procedures that follow. We will share information with the school in all matters that concern a child’s protection; we will seek advice from and report to MASH (Multi Agency Support Hub) whenever this is required to protect children in our care. Please see the Child Protection Policy for further details. 


 Parental Involvement
At SJV Owls Club, we value the input and opinions of all parents and carers; we strive to provide a service for all. 
We welcome parents’ comments and where possible, we do our best to act upon suggestions or ideas put forward by our stakeholders. We provide annual evaluation forms so that we can gain feedback on our service in order to meet the needs of our families. News and information about the club can be found in the school newsletter. 

Our Policies and Procedures 
Our policies and procedures are in line with St John Vianney School policies and are available to view on the school website. These include: 
Behaviour Management 
Complaints Procedure 
Health and Safety 
Equal Opportunities 
Special Educational Needs and Disabilities 
Child Protection 

Complaints Procedure 
Complaints should be made to the Head Teacher. We aim to work with parents to resolve any issues which may arise. Should you wish to make a complaint, please contact the Head Teacher, Mrs Gosling. 
Please feel free to come in and speak to us at the club about any aspect of our child’s care. 

