
 

 

St Bernard’s Primary School and 
Nursery Unit 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 

Extended School Policy 
 
 

March 2018 
Version 1.0 

  



 

 

St Bernard’s Primary School and Nursery Unit 
 

Extended School Policy 
 
What is an Extended School? 
‘An Extended School provides a range of services and activities, sometimes during or beyond the 
school day, to help meet the needs of children, their families and the wider community.’ (Extended 
Schools, DENI 2007) 
  
The activities involved aim to achieve one of the 5 higher level outcomes: 
• Being Healthy      
• Enjoying, Learning and Achieving 
• Living in Safety and with Stability 
• Experiencing Economic and Environmental Well-Being 
• Contributing Positively to Community and Society 
 
The activities offered will support and motivate our pupils to achieve their full potential. 
 
Policy Statement 
Children have a core entitlement in terms of the curriculum. Wherever possible we make this broad, 
interesting and relevant. However, there are areas of learning that are not within the scope of the 
usual school day but which we recognise as being beneficial to our children. We aim to offer these 
extra opportunities through various types of provision delivered by school staff, external providers 
and independent clubs — all with a view to increasing the range of experiences that children have, 
enabling them to make informed choices for adult life.  
 
The Aims of the Policy  
By encouraging extra-curricular activities, we intend to:  

• Enable children to sample from a range of activities and pursuits that will help them choose 
leisure activities for adult life.  

• Enable children to have fun and enjoy a broad range of activities.  
• Enable children to extend their enjoyment of particular areas of learning through more in-depth 

study and activity.  
• Encourage children to develop friendships between age groups, and work together co-

operatively.  
• Make an active contribution to the school through their participation.  
• Provide an affordable, alternative childcare arrangement for parents. 

 
 
 
 
 
 



 

 

 
Our After Schools and Extra-Curricular activities fall into the following categories:  
 
1.Breakfast Club 
Breakfast Club runs from 7:45 - 8:45am and is designed to allow children to have the opportunity to 
have a choice of food and drink for a healthy start to the day, and to join in activities on offer. 
Children are also encouraged to be independent at these times and to make decisions for themselves 
through the choice of food and drink, learning how to take responsibility by tiding up after 
themselves and to participate in informal activities with each other developing social and interactive 
skills. 
 
2. After School (Year 1 and 2) and Extra Curricular (Year 3-7) Activities 

• Extra Curricular and After School Activities run by school staff and outside providers will be at 
the discretion of the member of staff and the provider involved. Parents will be informed of 
timings, options and costs at the start of each term. 

• After Schools Activities run from 2-3pm each day for Year 1 and 2 children. 
• Extra Curricular Activities run from 3-4pm Monday - Thursday and 2-3pm Friday for Year 3-7 

children. 
• Permission slips must be completed and signed by the parent / carer prior to any child attending 

After Schools or Extra Curricular Activities. It is the responsibility of parents / carers to inform 
After School / Extra Curricular staff of any specific needs of their children. 

• Places for each After Schools / Extra Curricular Club are available based on a criteria. If a club 
is oversubscribed staff will endeavour to ensure every child has access to at least one club per 
week, this may not be their first preference. If a club is still oversubscribed staff members will 
draw the children’s names out of a hat. 

• After School / Extra Curricular Clubs will normally run for a maximum of 8 weeks per half 
term and a register will be kept of children attending. 

• After School / Extra Curricular Activities are re-offered on half termly basis to allow each child 
the opportunity to attend a variety of clubs.  

• There will be a maximum number of places on offer for each After School / Extra Curricular 
Activity, depending on staff and provider availability. The school reserves the right to withdraw 
the privilege of attending a club if the child does not attend regularly, if their behaviour impacts 
the learning, enjoyment or safety of other children (please note the below paragraph on 
Behaviour), if the staff do not believe it to be appropriate for the child to attend (reasons will be 
specified to parents / carers), if they cause damage to property or if the parent / carer does not 
pay the required fee. 

• An up-to-date list of current clubs is also available in the school office and list of the clubs that 
children can attend is sent home at the start of each half term. 

• Parents / Carers must provide emergency contact details and ensure payment for the activities is 
made in advance and must collect their children promptly. 

• The school reserves the right to cancel up to the last minute in the case of an emergency. 
 

3. Busy Bees 



 

 

• Busy Bees Care is run by the Busy Bees Manager and Busy Bee Assistants. Parents will be 
informed of the Busy Bees timetable one month in advance. 

• Busy Bees runs from 3-6pm Monday - Thursday and 2-6pm on Friday. 
• All spaces are subject to availability based on ratios. 
• Places are allocated on a first come first serve basis via bank payments. 
• The club is open to all children from Year 1 (from after the 1st mid term break - ie: November) 

to Year 7.  
• All children will be escorted to the club at the end of the school day. 
• Busy Bees reserve the right to cancel any session if there are not enough children required. 

 
Collection from After School and Extra Curricular Activities 
• Activities are planned for the full duration of a Club sessions will often end with some ‘tidy-up’ 

time, therefore parents are asked not to collect their child early unless by pre-arrangement or in 
exceptional circumstances. 

• Parents / Carers should ensure they collect their children promptly at the end of an after-school 
club from the assigned entrance. 

• Children who are not collected on time will be taken to the school office. 
• If children are routinely collected late from a club, parents will be contacted to discuss the 

situation. This may result in offering the place to another child. 
• Continued late pick-up may result in a parent being informed that their child is unable to attend a 

club. 
 
Collection from Busy Bees 

• Children can be collected at any time during the hours the club runs. 
• If children are routinely collected late from Busy Bees, parents will be contacted to discuss the 

situation. This may result in offering the place to another child. 
• Continued late pick-up may result in a parent being informed that their child is unable to attend 

a club. 
 
Equal Opportunities 
All clubs are advertised to all children. Where barriers to children participating exist, we aim to 
overcome these by:  
 
• Making reasonable adjustments to meet the needs of each child where appropriate. Parents will be 

informed of any adjustments that have been made. 
• All club staff are required to keep a list of children with special needs and health issues. Special 

arrangements may need to be made for these children in discussion with the School Leadership 
Team.  

 
Behaviour 
• Children are expected to follow the school’s Positive Behaviour and Discipline Policy when 

attending Breakfast Club / After Schools Clubs / Extra-Curricular Clubs and / or Busy Bees. 



 

 

• If a child’s behaviour impacts upon the learning, enjoyment or safety of other children, if they 
cause damage to property or their behaviour contravenes the Positive Behaviour and Discipline 
Policy the child will be given a “3 Strikes” opportunity and then the child’s parents / carers will 
be asked to make alternative arrangements. 

• All parents / carers are expected to adhere to the school’s Visitor’s Code of Conduct Policy. If a 
parent / carer contravenes the guidelines set out in the Visitor’s Code of Conduct Policy their 
permission to enter the school premises may be withdrawn.  

 
Health and Safety Considerations  
• Staff must follow the St Bernard’s Health and Safety, E-Safety, Safeguarding, Special 

Educational Needs, Anti-Bullying, Positive Behaviour and Discipline Policies and related 
documents to ensure the safety of all children. 

• The procedures to follow in the event of a fire or evacuation are detailed in the Fire Risk Policy. 
• All staff must make themselves familiar with the above documents. 
• In case of emergency (such as medical or missing child) a member of the Senior Leadership Team 

will be informed immediately and procedures followed. 
 

All club providers should ensure that pupils and parents have clear reminders every year regarding:  
• Procedures in case of a fire.  
• Rules for moving around the school building. 
• Arrangements for going to the toilet. 
• Expectations of behaviour. 

 
All clubs staff should ensure that:  
• They are familiar with the school’s Health and Safety Policy.  
• They have completed an appropriate Risk Assessment for their club and submitted it to the Senior 

Leadership Team. 
• The SLT will ensure that the responsibilities of the school, as laid down in the Safeguarding 

Policy are met.  
 
First Aid 
• We endeavour to have a qualified first aider on site during sessions.   
• A first aid kit will be taken outside when children participate in outdoor activities. 
• All accidents will be recorded in the After School Club’s accident book and a medical 

form will be completed. The accident will be reported to the parent/carer when 
collecting their child. 

• Parents/ Carers of any child who becomes unwell during their time at the club will be 
contacted as soon as possible. 

• All staff must be made aware of the children who have Individual Health Care Plan or a 
specific health need and what they contain. (For example a child who requires an Epi-
pen). 



 

 

• Parents / Carers must inform staff if their child has any special need, health concern, 
illness, injury, etc. Please do not assume that all school staff know personal issues. 

 
Staffing 
• All staff will adhere to the St Bernard’s Staff Code of Conduct and all school policies. 
• All After School / Extra Curricular Club staff are Access NI checked and must attend 

Child Protection induction and/or training.  
• All staff must be familiar with the St Bernard’s Child Protection and Safeguarding 

Policy and related documents and be clear about how to deal with safeguarding 
concerns. 

• Staffing arrangements are considered to meet the needs of children who have special 
needs but may not always be met as activities are outside of curricular times. 

 
Complaints Procedures  
If there are concerns regarding the running of Breakfast Club / After School / Extra-Curricular 
Clubs they shall, in the first instance, be raised with the Breakfast Club Supervisor or After School / 
Extra-Curricular Coordinator.  
• If there are concerns regarding the running of Busy Bees Care they shall, in the first instance, be 

raised with the Busy Bees Manager.  
• If the matter remains unresolved, it will then be referred to Senior Leadership Team.  
 
Parents send children to pre and after school care at their own discretion however we ask that before 
doing so please ensure that this is the correct decision for your child. 


