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Parent Handbook for St Peter’s CE Primary Academy Breakfast 
Club 

 
The Breakfast Club is based in the hall at St Peter’s CE Primary Academy and is for the 
pupils who attend the academy.  
 
Aims: We aim to provide a safe, secure, relaxed yet stimulating environment, offering a range 
of activities to reflect the interests of the children in our care. 
  
What we offer: The children are free to choose activities and resources as they wish. There 
will always be a selection of activities and resources available, including crafts, board games, 
construction, physical play, homework club, imaginative play and reading.  
 
What we provide: We provide healthy breakfasts of cereal, toast and a drink of water/milk, 
which will be eaten before 8.00am.  We promote independence, by encouraging the children 
to prepare their own snacks, and to clear away after themselves wherever possible. We follow 
statutory guidelines. Fresh drinking water is available at all times. We meet individual dietary 
requirements and parental preferences wherever possible. We recognise the importance of 
healthy nutrition for all children delivered in a calm, friendly setting.  
 
Staffing: Our club is staffed by the Manager and one assistant per session. We aim to 
provide a smooth transition between the academy and club. If you have a query or concern at 
any time, please speak to a member of staff at the club at a mutually convenient time. 
 
Policies and procedures: The club has clearly defined policies and procedures.  
Key points of the main policies are included in this handbook. Copies of the full polices are 
kept at the club and on the school website for parents to consult at all times.  
 
Child Protection: We are committed to building a ‘culture of safety’ in which the children in 
our care are protected from abuse and harm. Any suspicion of abuse is promptly and 
appropriately responded to. We comply with local and national child protection procedures 
and ensure that all staff are trained appropriately. For more details, see our Child Protection 
Policy.  
 
Admission: Our club aims to be accessible to children and families from St Peter’s CE 
Primary Academy and provides care for children between ages of 4 and 11. Places are 
offered on a first come, first served basis. When all places have been filled, a waiting list will 
be established.  
 
Arrivals admission is through the school’s main entrance where you will be let in by a member 
of staff. A register is taken when children arrive in our care. Parents will sign children in with 
the time they arrive.  
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We require a completed set of registration forms for your children before they can attend the 
club. This information will be treated as confidential and will be stored appropriately.  
 
Payment of fees: From the start of Autumn Term 2022 the following pricing structure applies: 
The morning session will run from 7:25am until 8:25am. The cost for each session will be 
£6.00. Children will not be admitted before 7:25am. Toast and cereal will be available with a 
drink as part of this price and is only served until 8.00am.  
 
Changes to days: If you need to change the days that your child attends, please contact the 
Manager. We will try to accommodate such changes wherever possible. Temporary changes: 
Please remember that we need to know if your child will not be attending the club for any 
reason. Even if you have informed the academy office of your child’s absence, you still need 
to notify Breakfast Club staff as this information may not automatically be passed on. If your 
child doesn’t attend a booked session, we will have to treat them as a ‘missing child’ unless 
you have notified us of their absence. If you know in advance of any days when your child will 
not be attending during the following week, please try to let a member of staff know. In cases 
of illness or emergency when notice cannot be given, please call as soon as you can.  
 
Behaviour: We have a clear Relationships Management Policy, a copy of which is available 
on request. The club promotes an atmosphere of care, consideration and respect for 
everyone attending: children, staff and visitors. We encourage appropriate behaviour through: 
praise for good behaviour; with emphasis on cooperative play, sharing, talking to children with 
the courtesy that we expect and engaging children in activities.  The club has procedures for 
dealing with unacceptable behaviour. We recognise that poor behaviour can occur from time 
to time for reasons that are not always evident, or as a result of special needs. We will try to 
be flexible in order to accommodate such cases. However, if your child is violent, or if their 
behaviour poses an immediate danger to themselves or others, we will require you to collect 
them from the club immediately. This will occur in only exceptional circumstances when other 
attempts at behaviour management have failed.  
 
Behaviour (Adults): We will not tolerate from any person, whether a parent, carer or visitor: 
bullying; aggressive, confrontational or threatening behaviour; or behaviour intended to result 
in conflict. Our club is a place of safety and security for the children who attend and the staff 
who work here, and we reserve the right to ban anyone exhibiting inappropriate behaviour 
from our premises. 
 
Illness: We are unable to care for children who are unwell. If your child becomes unwell 
whilst at the club, we will contact you and ask you to make arrangements for them to be 
collected. Please inform the Manager of any infectious illness your child contracts. If your 
child has had sickness or diarrhoea, please do not send them to the club for 48 hours after 
illness has ceased.  
 
Accidents and First Aid: Every precaution is taken to ensure the safety of the children at all 
times, and the club is fully insured. Our staff are trained in first aid and a first aid kit is kept on 
the premises. If your child has an accident whilst in our care, you will be informed when you 
collect your child. Medication: Please let a member of staff know if your child is taking 
prescribed medicine. If your child needs to take medicine whilst at the club you will need to 
complete a Medicine Consent Form in advance. 
 



                                          

Pledge to Parents: We value our relationship with parents/carers and are committed to 
working in partnership with you to provide top quality play and care for your children. 
We will:  

 • Welcome you at all times to discuss our work, have a chat or take part in our activities. 

 • Keep you informed of opening times, fees and charges, programmes of activities, menus                               
and procedures. 

 • Be consistent and reliable to enable you to plan with confidence and peace of mind.  

 • Share and discuss decisions about running the club.  

 • Be available to discuss decisions about running the club.  

 • Listen to your views and concerns to ensure that we continue to meet your needs.  
 
Registration: When an enquiry regarding places is made, parents or carers will be given all 
the relevant club information, including:  

• Parent Handbook  

• Registration Form 

• Booking Form  

• Medicine Consent Form  
 
The child will be able to attend the club as a soon as the completed forms are received along 
with payment. If no places are available, the parent will be informed and the child’s name 
added to the waiting list. As soon as suitable places become available parents will be 
informed.  
 
Booking procedure: Parents must complete the necessary paperwork, i.e. registration, 
booking and medical forms, before their children can attend the club. A letter will be sent out 
confirming your child’s place.  
 
Fee structure: Fees are charged as detailed above, see ‘Payment of fees’.  

• Fees are payable in advance.  

• Fees are to be paid using SchoolMoney. You will receive an email advising when to pay. 

• Fees are charged for booked sessions whether the child attends or not.  
 
Payment of fees: Fees are reviewed annually. Any queries regarding fees should be directed 
to the Manager. If fees are not paid, the club will write to the parent or carer, requesting 
payment. If it is not possible to pay fees by the deadline, then a meeting with the Manager is 
to be arranged as soon as possible. The Manager may issue a formal warning to the parent 
or carer informing them that continued late payment will result in their child’s place at club 
being withdrawn. If the fees remain unpaid after all the above options have been explored, the 
club may cancel the child’s place.  
 

 

 
 

 


