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Out-of-School Hours Learning Policy
Mission Statement
At Stepgates Community School everyone has the opportunity to learn and grow together, as independent, enthusiastic and confident learners, in a creative, healthy and safe environment. 

This policy is based on our Mission Statement and Aims for our school.

Aims of this Policy 
Through this policy adults will be supported to:

· provide opportunities for all children to have fun and enjoy a broad range of leisure and learning activities;
· provide a purposeful environment enabling pupils to work as a team; 

· organise and run clubs that give all children opportunities to interact with each other.
Relationship to other documents & policies
· Charging and Remissions Policy

· Children with Medical Needs Policy 
· Health, Safety and Welfare Policy & Procedures
· Lettings Policy
· Physical Activities Policy
· Behaviour Policy

Objectives
By encouraging Out-of-School Learning (OSHL) activities at Stepgates we intend to:

· enable children and their families to participate in learning activities beyond the classroom;
· provide pupils with before/after school and lunchtime activities and clubs;
· create an atmosphere in which children can develop friendships between age groups and work together co-operatively within a safe & secure environment;
· create a safe environment in which pupils can enhance their existing skills & build upon existing knowledge and experience and pursue their own interests;
· provide opportunities to involve all staff, parents and Governors;
· encourage a healthy lifestyle
· promote a life-long interest in learning through a range of recreational activities.
Benefits of Out of School Hours Learning activities
· Closer partnership with parents and to involve them in their child’s education.
· Improved links with the wider community.
· Extending the skills and interests of staff beyond the core curriculum.
· Positive reinforcement of the school’s homework policy.
· Improved pupil attendance.
· Increased pupil motivation towards curriculum based activities, thereby raising achievement.
· Improved staff and pupil relationships.
· Improved sense of belonging and ownership of pupils towards school in general.
Clubs at Stepgates raise achievement by enabling children to:

· build on work carried out during the normal school day;

· give opportunities for pupils to work on their own interests and strengths;
· support and work co-operatively with others;
· work in a safe and supportive environment;
· work individually;
· develop inter-personal and social skills.
Out of School Hours Learning activities at Stepgates

Our extra-curricular activities fall into the following categories:

· 326 Breakfast Club – Children are able to come into school from 8am onwards, so encouraging good attendance and punctuality. They are provided with a light breakfast. Children are encouraged to socialize and work with one another in a relaxed environment whilst preparing them for the school day.  There is a charge for this activity. 
· Lunchtime activities – these run for 20/30 minutes and are intended to attract children who would be unable to attend after school activities due to other commitments. There is no charge for these activities. 

· Before/After school activities – These run for 30-60 minutes depending on the activity. They are provided by school staff or outside providers, some of which are charged for. 326 After School Club provides child-care and fun activities everyday after school until 6pm, for which there is a charge. 
The cost of OSHL activities is kept to a minimum. Activities run by school staff only charge for the cost of expendable items e.g. cooking ingredients. Outside providers of activities operate their own charging policies. The school will consider the cost to children and its financial accessibility. In some cases a subsidy might be made available at the discretion of the governing body or if additional funding or sponsorship is available. Any costs to parents will be made clear to before parents agree to children attending the club.   
Equal Opportunities

All OSHL activities are advertised to all children. Where barriers to children participating exist, we try to overcome these by: 

· subsidising activities led by external providers so that children from families experiencing financial difficulties can attend;

· providing lunchtime activities for those children who have difficulties attending before/after school activities;

· ensuring a member of school staff is always on site to support children with special needs should an issue arise;

· addressing any other special needs that might require adaptation of the school environment or special arrangements to be made;

· providing a wide range of activities to appeal to children with different strengths and interests. 
Health and Safety

Children’s welfare and safety is the responsibility of the adults running the activity. A register will be kept together with details concerning the collection of children after the activity. The schools Health, Safety and Welfare Procedures, including the Accident Reporting and First Aid procedures will apply at all times. 
First Aid kits are available in the medical room, Junior corridor staff cloakroom (by the hall) and the swimming pool, and shall be taken to all off-site activities. Accidents must be reported to the school’s Welfare Assistant and the appropriate paperwork completed. Activity leaders with a responsibility for a sporting activity will preferably have a first aid qualification.
Roles and Responsibilities 

The Out of School Hours Learning (OSHL) Leader will:

· encourage staff to offer out-of-hours learning activities, including competitive sports, physical activities, creative arts, learning/curriculum support and outdoor learning;

· put together a timetable of activities prior to the start of each term, for activities to start in the second week of each term; 

· send out the timetable of activities to parents for the beginning of each term and display the timetable in the staff room and school office;
· ensure all OSHL activity leaders have completed a CRB check and that this is registered with the school’s Business Leader; 
· ensure appropriate adult/child ratio at all times;
· provide OSHL activity leaders with a list of children attending with special needs and/or health issues; 

· ensure that OSHL activity leaders are clear about expectations and responsibilities regarding their role, as detailed below; 

· provide a suggestions box  and annual questionnaires for parents and children;
· keep a central register of activities in the school  office;
· review and adapt provision regularly;
· ensure parents cover the cost of the clubs unless funding has been secured;
· ensure risk assessments are completed and a record kept.

OSHL activity leaders will: 

· read and follow the following policies: Child Protection Policy; Behaviour Policy; Health, Safety & Welfare Policy; Children with Medical Needs Policy; 

· be responsible for completing a risk assessment for OSHL activities;

· take children into the activity for a term and confirm their place to parents;
· take responsibility for the welfare and safety of children attending the activity and ensure that all children have safely exited the premises at the end of the activity;
· ensure they abide by the school’s Health, Safety and Welfare Policy and Procedures, including accident reporting and First Aid procedures; 

· make it clear to the children and adults involved in an activity what the procedures are in the event of a fire; 

· ensure they have all medical details and contact numbers for children attending the activity; 
· use a consistent approach towards discipline following the school’s behaviour management policy and procedures;
· be responsible for the administration and running of the activity, including keeping a register of attendance;
· inform parents a week in advance, wherever possible, if the activity is to be cancelled;
· keep a register for each event and advise parents of any unexpected absences;
· ensure all children participating have a signed parental consent form, see Appendix A;
· celebrate children’s achievements in OSHL activities at our half-termly Well Done Assemblies;
Parents will: 

· discuss activities available each term with their child and encourage them to select appropriate activities;

· complete and return a permission slip to the school office, prior to their child attending any OSHL activity. 
The Headteacher and Leadership Team will:

· ensure that all CRB checks have been completed on all OSHL activity leaders and helpers; 

· ensure that there is always a member of the school staff on the premises whilst the activity is taking place; 

· liaise with Chertsey Partnership regarding funding, potential providers and collaborative provision; 
· report to the governing body on OSHL provision and finances termly.
Monitoring and Evaluation
Individual OSHL activity leaders will evaluate the activity at the end of each term and feedback to the OSHL leader, see Appendix B. 

Designated OSHL leader will:

· collate OSHL activity leader evaluations and report back to the Head Teacher;
· have an overview of monies collected for OSHL activities and discuss funding and viability with the HT and Business Manager; 
· collate children’s and adults’ questionnaires/views on activities and report back to the Head Teacher;
· use OSHL activity leaders’, children’s and parents’ views and evaluations to inform the planning of future activities. 
The Headteacher will liaise with the OSHL Leader to monitor levels of involvement and evaluate OSHL provision.

The Governing Body will oversee the provision of OSHL activities and monitor the implementation of this policy.
Complaints procedure

If the school has a concern about an activity, the Head teacher will raise this will the OSHL leader. If the matter remains unresolved, the activity will cease at a time decided by the Head teacher. 

 If the activity leader has a concern they should first discuss it with the OSHL Leader. If the concern is still unresolved they should then discuss it with the Head teacher, or if appropriate the Chair of Governors. 

If a parent or third party has a complaint, it will be handled in accordance with the complaints procedure. 
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Appendix A: Activity Permission Form

Appendix B: Children’s Activity Evaluation Form
Appendix  A: Activity Permission Form 
 Stepgates Community School

   

….. Term Clubs – Permission slips
I give permission for my child to attend the following clubs:

Child’s name: ………………………………………………         Class: …………………………………

Club: ………………………………………………………………        Club Co-ordinator: ………………………………………

Day: ………………………………………                              Time: ………………………………………..
I would like to volunteer to help with this club: _____________________

Please delete: - I will collect my child after the club.

                       - My child may walk home unaccompanied.
Signed …………………………………………………………………………………………………………

I give permission for my child to attend the following clubs:

Child’s name: ………………………………………………         Class: …………………………………

Club: ………………………………………………………………        Club Co-ordinator: ………………………………………

Day: ………………………………………                              Time: ………………………………………..

I would like to volunteer to help with this club: _____________________

Please delete: - I will collect my child after the club.

                       - My child may walk home unaccompanied.
Signed …………………………………………………………………………………………………………

Appendix B: Children’s Activity Evaluation Form 

	Club:

Leader:


	Date:

	Age Group: 

	Why did you select this club?



	Evaluation of Club (Did you enjoy the club, what did you enjoy the most, how do you think it could be improved.): 


	Excellent


	Very good
	Good
	Poor
	Very poor

	Would you recommend this club to other children? (If not why?): 




Signed: …………………………………………………   Child              Date: …………………………………………

  ………………………………………………….   Parent 
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