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Kids Club Cabin

	Parent Contract


GENERAL INFORMATION
Kids Club Cabin provides out of school activities for children between the ages of 4 to 11 years, in a child-centered, secure, happy environment, supervised by experienced and qualified staff.

The varied programme includes arts, sports, recreational and educational activities. 
Club staff are responsible for the supervision of children at all times during Club hours, until an authorised adult specified on the Registration Form collects them.

The parent/guardian MUST provide WRITTEN permission if they wish a child to go home with an adult not specified on the Registration Form. 
If in an emergency the parent needs an unspecified adult to collect their child the parent may give Kids Club and the adult collecting the child a security word which the adult must tell Kids Club staff when they arrive to collect the child before the child can be released into their care.

During term time the morning session starts at 7.30am until children are taken to school at 8.50am and the afternoon session starts when the children are collected from school at 3.30pm until 6.00pm.
If any child is still at Kids Club after 6.15pm and Kids Club staff have not been notified of a late collection, the Uncollected Child Policy will be followed.

Children are collected from inside school by Kids Club Cabin staff and are then escorted to the Cabin.

During school holidays the club session starts at 7.30am and finishes at 18:00.

All children must be signed in/out on the register by the Parent/Guardian when dropped off and collected. 
If your child is booked into Kids Club Cabin but will not be attending a session, or if you collect your child from school during the school day for any reason, we require you to inform Kids Club either by leaving a message on the answerphone, or if you are collecting your child at home time you can inform the Kids Club staff as they arrive to collect the children.

Indoor Shoes Policy
Kids Club Cabin operates an indoor shoes or slippers policy. 
We would be grateful if you could ensure your child’s indoor and outdoor shoes are clearly named.

Eligibility
Out of School Club

All children between the ages of 4 -11 attending North Ferriby Primary School are eligible for a place (Subject to availability of places at the club).

Holiday Club 

The holiday club is open to all children between the ages of 4 –11 years. (Subject to availability of places at the club)
FEES, PAYMENTS AND CHARGES
Administration Fee 
An administration fee of £10 per child is payable annually in September.

This fee covers the administration costs associated with setting up and maintaining club records/processing invoices etc. 
Kids Club Cabin is required by Ofsted to maintain records on children attending the Club. 
The administration fee will be added to the invoice for September.

New members joining after the September administration renewal date will be required to pay the full £10 fee.
Session charges are on display in the entrance to Kids Club Cabin

FEE PAYMENT POLICY
Invoices are prepared at the end of each calendar month.

Upon receipt of the invoice please ensure fees are paid in full by the end of the month.

If payment has not been made in full by the time the next invoice is issued a reminder letter will be sent out and a late payment fee of 10% will be added to the account.

If after 2 months the fees have still not been paid in full then another reminder letter will be sent and any childcare bookings for that family will be cancelled. 

No more bookings will be taken until the account is settled in full.

If fees are still outstanding after three months we will engage the services of a debt collector and legal action will be taken to recover the money owed.

We urge anyone having financial problems who are struggling to pay fees to please arrange to speak to the Kids Club Cabin Treasurer. 

If you would like to speak to the Treasurer you can leave your details with the Kids Club staff or one of the Committee and they will arrange for the Treasurer to phone you. 
Alternatively you can e-mail kidsclubcabin@hotmail.co.uk

The Kids Club Cabin Committee will review any cases on an individual basis but can only work with parents if made aware of their situation. 

If we don't know there is an issue we are not in a position to review a case.

Fees will always need to be paid but we may be able to agree a payment plan.
Kids Club Cabin accepts cash, cheque, or Childcare vouchers. 

Cheques should be made payable to “Kids Club Cabin”

You will be asked to sign and date an Index Card when payment is received
Direct bank payment is most welcome.
Payments to HSBC, Sort Code 40-25-14, Account no 51379623

For the credit of Kids Club Cabin, please use your child’s name as the reference.

1. Occasional Attendance: PAYABLE AT THE TIME OF BOOKING
.

2. Non-Attendance: All booked sessions will be invoiced at the month end.
Sessions cancelled in writing with 5 days’ notice will not be charged.

Invoices at month end will reflect the actual payment due.

3. Late Child Collection Charge: A fee of £10 per child for each 15 minutes is charged for late collection beyond the booked session time of 6.00pm. 

Place Allocation 
All places must be re-booked for each school year and are allocated on a first come first served basis, according to availability. 

Kids Club will send out booking forms each Easter to give parents sufficient time to book places for the following school year starting in September.

If sessions are fully booked Kids Club will operate a waiting list. Parents will be advised if a place they have requested becomes available.
Special requests for places for siblings are considered on a case-by-case basis and places are allocated at the discretion of the Committee.
Session Bookings

Sessions MUST be booked in advance for regular use on one or more days per week. 

Occasional/one-off bookings may be made subject to availability. 

Sessions must be booked in writing using the Session Booking form. All forms are available from the Cabin and on our website www.kidsclubcabin.co.uk.

A place IS ONLY allocated on receipt of the following:
· A FULLY COMPLETED AND SIGNED COPY OF THE PARENT CONTRACT.
· A FULLY COMPLETED AND SIGNED COPY OF THE REGISTRATION FORM.

· A FULLY COMPLETED AND SIGNED SESSION BOOKING FORM WITH PAYMENT.
· PAYMENT IN FULL OF THE ANNUAL ADMINISTRATION FEE.
All forms are available from the Kids Club Cabin office and on the website.
Notice of Withdrawal
If you wish to withdraw your child from a regular place at Kids Club Cabin you MUST advise the Club in writing giving a notice period of at least 1 month.
If written notice of at least 1 month is not given then Kids Club Cabin reserves the right to charge fees in full to fulfill the required notice period of one full month.

Damage to Equipment

Kids Club Cabin reserves the right to request that parents/guardians contribute to the cost of replacing equipment or damage to premises in the event of willful damage caused by your child.
Safeguarding and Child Protection
Kids Club will respond promptly and appropriately to any incidents or concerns of abuse that may occur. 

Kids Club’s Child Protection procedures comply with all relevant legislation and with guidance issued by the East Riding Safeguarding Children Board (ERSCB). 

Kids Club’s designated Child Protection Officer (CPO) is Karla Wilkinson. The CPO coordinates child protection issues and liaises with external agencies (eg Social Care, the LSCB and Ofsted).

If abuse is suspected or disclosed, the member of staff who receives the information will record the details straightaway and will contact Social Care, and the police if the child is in danger.

Kids Club Cabin has a Parents and Carers Behaviour Policy, please be familiar with it and ensure your behavior towards staff, parents, visitors and children is acceptable to avoid losing your booked and future sessions. 

Kids Club will not tolerate abusive or threatening behavior or language towards anyone.

OFSTED Registration

Kids Club Cabin is registered with OFSTED as a day-care facility providing sessions of supervised activities for children and abides by OFSTED legislation.

OFSTED registration number: 314686
OFSTED Contact Details:

If you wish to contact OFSTED the Early Years Department can be reached as follows:
Ofsted National Business Unit
Piccadilly Gate
Store Street
Manchester
M1 2WD

Helpline: 0300 123 1231
Website: www.ofsted.gov.uk/parents
e-mail to:enquiries@ofsted.gov.uk

We need you to be involved
Kids Club is overseen by a voluntary committee and we need you to join our team.

We generally meet once a month and are in great need of new members and new skills.
Kids Club cannot run without the committee so we need you to seriously consider joining us, without new committee members there is a very real possibility that Kids Club would have to close and we would all lose our much needed childcare.

Even if you are unable to come along to every meeting we would appreciate your support and can keep you up to date by e-mail, or perhaps a Grandparent, other family member or friend may be willing to join us.
We would also like to build up a database of skills so we know who we can call on to volunteer their skills when there is need.
We need a wide variety of skills to oversee the club effectively so whatever you can offer, from odd jobs to accountancy, human resources to fundraising and everything in between, we need your help please.

Please complete your details on the declaration page.
Thank you very much.
Kids Club Cabin Contact Information

Kids Club Cabin Coordinator: Karla Wilkinson 

Correspondence Address:

Kids Club Cabin Phone: 




Kids Club Cabin 

01482 634076 (with out of hours answer machine) 

North Ferriby School

Church Road

Website: www.kidsclubcabin.co.uk



 North Ferriby

HU14 3BZ
e-mail kidsclubcabin@hotmail.co.uk
A list of committee members is on display in the entrance at Kids Club Cabin.

Kids Club Cabin
Parent Contract Declaration

I AGREE TO ABIDE BY THE TERMS OF MEMBERSHIP OF KIDS CLUB CABIN AND RELATED POLICIES AND PROCEDURES. These are available for all Parents/Guardians to read at the Cabin (Copies are available on request).
I/We [name of parent/guardian]……………………………………………………………………………….    
UNDERSTAND THAT KIDS CLUB CABIN CANNOT ACCEPT RESPONSIBILITY FOR CHILDREN’S POSSESSIONS OR VALUABLES WHILST THEY ARE ATTENDING THE CLUB.
I HAVE READ AND UNDERSTOOD THE KIDS CLUB CABIN CONTRACT, FEE PAYMENT POLICY and PARENTS BEHAVIOUR POLICY AND AGREE TO ABIDE BY THE TERMS STATED HEREIN. 
(Please return a signed copy of this document to Kids Club Cabin)

I am willing to join the Kids Club Committee:  YES/NO* *Delete as applicable
Please remember, no committee, no childcare!

If you are not willing to join the committee would you still be able to volunteer your skills if required?  YES/NO* *Delete as applicable
These are the skills I can volunteer to the Kids Club Committee:

SIGNED:                                                                   CHILD’S NAME
NAME:





DATE:
Address:






E-mail address:




Telephone number:
Parent contract
Issued by Rachel Robinson
Re-Issued date 30-09-2014


Review date 30-09-2015


