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1  Purpose and scope
This policy sets out how after school clubs run at Annette Street Primary School. It is organised around the three stages of a club — before, during and after — so that everyone involved knows what they are responsible for and when. It applies to every after school club, whether delivered by school staff, external coaches, instructors or volunteers.
2  The three key roles
Three people share responsibility for every club. Each role is distinct, and none of them covers the others.
	Role
	What they do

	Club Coordinator
Depute Head Teacher
	Holds overall responsibility for the club programme, approves which clubs run and on what terms, and checks that safeguarding, staffing and safety requirements are met before a club starts. Is the escalation point for serious behaviour, welfare and safeguarding matters, and covers the Club Admin role at the end of each session once the office has closed.

	Club Admin
Jenny
	Holds all the paperwork — consent forms, medical information, emergency contacts and registers — manages enrolment, withdrawals and changes to attendance, and is the contact point for parents and carers on bookings, attendance and collection during the school day.

	Club Coach or Leader
School staff, external coach or volunteer
	Delivers and supervises the session, takes and signs the register, keeps pupils safe throughout, and reports concerns to the school without delay.



3  At a glance
	Stage
	Club Coordinator
	Club Admin
	Club Coach

	Before the block
	Approves clubs, checks PVG and qualifications, signs off risk assessments and ratios, and briefs coaches verbally on medical needs.
	Issues and files consent forms, builds the enrolment list, produces the typed register with a Medical Needs column, and confirms places with parents.
	Confirms availability, supplies PVG and qualification evidence, reads school policies, and checks venue, equipment and medical information.

	Before each session
	Ensures an SLT contact is on call and tells the coach about any new or changed medical need.
	Updates the register and medical summary sheet for any new pupil or change.
	Arrives early, collects the register, checks the Medical Needs column, and sets up and checks equipment.

	During the session
	Responds to walkie-talkie calls and attends serious behaviour, welfare or safeguarding incidents.
	Acts as the contact point for parents and passes on messages about collection.
	Takes and signs the register, supervises throughout, applies behaviour expectations, and reports concerns immediately.

	After each session
	Covers the Club Admin role once the office has closed: takes the register, contacts parents of uncollected pupils, and records and follows up concerns.
	Hands over registers and emergency contacts before leaving; files and actions everything the next working day.
	Releases pupils only as agreed, stays until all are collected, and hands the signed register to the Coordinator.

	End of the block
	Evaluates the club and decides whether it continues.
	Reconciles registers, updates records and archives consent forms.
	Returns equipment and registers, and gives feedback on the block.



4  Before the block starts
Club Coordinator
The Coordinator approves which clubs will run, together with dates, times, venue and maximum numbers, and confirms that every coach, instructor and volunteer holds a current PVG check and any qualifications the activity requires. No adult works with pupils until this is confirmed. The Coordinator agrees the adult-to-child supervision ratio for each club and arranges cover for absence, signs off a risk assessment for the activity and the venue, and issues this policy together with the Child Protection procedures and Health and Safety arrangements to every coach. Coaches are briefed on fire exits, evacuation procedures, first aid arrangements and walkie-talkie use.
	The Coordinator goes through the medical needs of the group verbally with the coach before the first session — who is affected, what the medication is, where it is kept and what to do in an emergency — and records that this briefing took place and when. Never rely on the coach reading the register alone.



Club Admin
The office issues consent forms to parents and carers and collects them before any pupil is enrolled, recording medical information, allergies, emergency contacts and agreed collection arrangements. It builds the master list for each club and produces the typed register, which is issued to the coach before the first session. Registers are typed by the office only, and no pupil appears on a register without a completed consent form.
Every register carries a Medical Needs column marking each pupil with a medical need, such as asthma, an allergy requiring an adrenaline auto-injector, epilepsy or diabetes. A confidential medical summary sheet is attached giving, for each marked pupil, the condition, the medication, where it is kept and what to do in an emergency; it stays with the register and is never left on display. The office also makes sure emergency medication is accessible at the club venue for the whole session rather than locked in a classroom, confirms places with parents including start date, times, venue and collection point, stores consent forms securely, and adds the dates to the Glow Calendar.
Club Coach
The coach confirms availability for every date in the block, provides PVG confirmation and qualification evidence before the first session, and reads this policy along with the school’s Child Protection and Health and Safety procedures. They check that the venue, layout and equipment are safe and suitable for the age group, attend the verbal medical briefing from the Coordinator, and ask about anything they are unsure of.
5  Before each session
The Coordinator ensures a member of SLT is on site and contactable by walkie-talkie for the duration of the club, confirms the venue is available and set up as agreed, and tells the coach verbally about any new or changed medical need before the session starts.
The office issues the updated typed register including any additions or withdrawals, passes on any changes to collection arrangements notified by a parent or carer, and updates the Medical Needs column and medical summary sheet for any new pupil or change.
The coach arrives in good time to set up, collects the register from the office, checks that the equipment and space are safe before pupils enter, reads the Medical Needs column, the medical summary sheet and any other notes from the office, and checks that emergency medication for the group is present and accessible.
6  During the session
The Coordinator responds to walkie-talkie calls, attends in person for serious behaviour, welfare, safeguarding or first aid incidents, and makes any decision needed about a pupil continuing in the session. The office acts as the contact point for parents and carers while the club is running, passes messages about changes to collection to the coach, and holds emergency contact details ready.
The coach takes and signs the register at the start of every session and supervises pupils at all times, maintaining the agreed ratio. Coaches do not add names to a register under any circumstances: if a pupil is not listed, they speak to the office or senior management. School behaviour expectations apply, with positive behaviour management and respectful communication, and any welfare, safeguarding or behavioural concern is reported to the Child Protection Co-ordinator immediately. The register and medical summary sheet stay with the group throughout.
	For any serious incident, and for any suspected asthma attack or allergic reaction, send for SLT and a first aider by walkie-talkie.
Call 999 if a pupil is struggling to breathe, shows signs of a severe allergic reaction, or is in obvious distress. Do not wait for a first aider to arrive first.
A pupil may use their own inhaler or auto-injector and the coach stays with them. Coaches do not administer any other medication.



Pupil expectations
School behaviour expectations apply during all club activities. Pupils are expected to follow instructions, show respect to staff, volunteers and peers, use equipment safely, and demonstrate good sportsmanship and inclusion. Serious or repeated behavioural concerns may result in withdrawal from the club, following discussion with parents and carers.
7  At the end of each session
The school office is closed by the end of an after school club. From the point the office closes, the Club Coordinator takes on the Club Admin duties for the rest of the session.
The coach releases pupils only in line with the arrangements stated on the consent form, remains with pupils until every child has been collected, and contacts the Coordinator immediately if a pupil has not been collected at the agreed time. They hand the signed register to the Coordinator — registers stay with the coach until they are handed back — leave the venue tidy with equipment stored safely, and report any incident, injury or concern before leaving the building.
The Coordinator stays on site and contactable until the last pupil has been collected, takes the signed register and stores it securely for the office the following morning, and contacts the parent or carer of any uncollected pupil using the emergency contact details held for the club. They record attendance concerns, late collections and incidents for the office the next working day, follow up any concern raised by the coach, speak to parents where a pupil’s place is under review, and decide on next steps where late collection becomes persistent.
Before leaving for the day, the office makes sure the Coordinator has the day’s registers, the emergency contact details for each club and any known changes to collection. The next working day it files the returned registers, actions anything logged the previous evening, and updates records for any withdrawal or change to attendance arrangements.
Non-collection
Any pupil not collected at the agreed time is supervised by the coach while the Coordinator contacts the parent or carer immediately. Changes to collection arrangements must be communicated by a parent or carer to the office during the school day, not to the coach directly; changes made after the office has closed go to the Coordinator.
8  At the end of the block
The Coordinator evaluates the club — uptake, attendance, pupil feedback and any incidents — and decides whether it continues in the next block and what needs to change. The office reconciles the final registers, updates attendance and wider achievement records, and archives consent forms in line with the school’s retention arrangements. The coach returns all equipment and registers, gives feedback on how the block went, and confirms availability for the next block.
9  Standing requirements
These apply at every stage and are not optional.
	Area
	Requirement

	Consent
	A signed parental consent form must be completed and returned before a child attends any club. Consent forms, medical information and emergency contact details are held securely by the school office.

	Registers
	A register is taken at every session and signed by the coach. Typed names only, produced by the office, with a Medical Needs column and confidential medical summary sheet attached. Coaches never add names.

	Coaches and volunteers
	Must hold appropriate qualifications where relevant, have completed PVG checks and safeguarding requirements, follow school policies, arrive promptly, supervise throughout, and report concerns to the Child Protection Co-ordinator immediately.

	Medical needs
	Emergency medication must be accessible at the venue for the whole session. Pupils who normally carry an inhaler should have it with them. Medical information is confidential and is not discussed with others who do not need to know.

	Supervision and safety
	Agreed adult-to-child ratios are maintained at all times. Club leaders must know emergency procedures, fire exits and first aid arrangements. SLT are sent for by walkie-talkie in the event of a serious incident.

	Dismissal
	A pupil is never dismissed early without permission from school staff and the parent or carer.
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