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“At Trinity Oaks C of E Primary School we have a due regard for our duties under 

the Equality Act 2010. We will ensure that we; eliminate discrimination, advance 
equality of opportunity and foster good relations in all areas of School life.” 
 

 

“We are committed to safeguarding and promoting the welfare of pupils and 
expect all staff and volunteers to share this commitment.” 

 
“The ethos of this School is to enable every child to learn and develop in a 

Christian environment; we ask all Parents of whatever faith to recognise and 
support this ethos and its importance to the School.” 
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TRINITY OAKS CofE PRIMARY SCHOOL 
 

TREETOPS BREAKFAST CLUB 
  

ADMISSIONS AND FEES POLICY 
  
Trinity Oaks CofE Primary School Breakfast Club is committed to providing a fair 

and open admission system that offers a competitively priced and good value 
service.  

  
Session Times 
Treetops Breakfast Club will run daily from 7:45 to 8:45am for children who attend 

Trinity Oaks CofE Primary School. Breakfast will be served from 7:45 until 8:15.  
 

Capacity 
The Early Years Framework determines ratios and qualifications for any Early 
Years providers. This varies dependent on the setting. For children aged three and 

over, the ratio is one adult to 13 children in a nursery setting with a teacher. For 
registered provision without a teacher, the ratio is 1:8 and at one member of staff 

must hold an approved level 3 qualification. However, for before and after-school 
care and holiday provision for children who normally attend a maintained school, 

ratios are determined by the school, dependent on the activities planned for 
children Reception age and above. 
Therefore, capacity is based on the ratio of 1:8 for nursery-age children (3-4 

years) and 1:15 for school-age children. 
Capacity could increase with more staff if demand necessitated it. 

Breakfast Club can provide spaces for the following number of children: 
Nursery age (3-4, but not yet in school):  8 children 
School age (4-11 and currently enrolled): 15 children 

 
Whilst every effort will be made to accommodate pupils up to these numbers there 

may be circumstances (for example staffing availability or recruitment pressures) 
where numbers have to be temporarily reduced and new bookings will not be 
accepted until staffing levels are back to the required number.  

  
Parents must make enquiries with the School Office whether there is capacity to 

meet their requirements. Children will be escorted to their classroom by a 
Breakfast Club Supervisor at the end of the session ready to start their school day. 
 

Admissions  
  

Parents whom require a space for their child/children at Breakfast Club will need 
to complete a Breakfast Club Application Form clearly specifying their required 
sessions and their regularity. 

 
The School Business Manager will reply to parents detailing whether their 

application has been successful. Successful applicants will be required to abide by 
all the terms and conditions of admission, including the level of fees and 
arrangements for payment. They will be asked to complete and sign the 

Admissions Form to confirm their child’s place and of acceptance of the terms and 
conditions.  
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Parents/carers will also be required to complete and sign the Emergency Medical 
Treatment Form.  

 
Admissions during the year 

 
Parents are able to register for the club at any time during the school year by 
completing a registration form and submitting it to the School Business Manager.  

 
When a parent/carer contacts the School Business Manager enquiring about a 

place for their child at the Breakfast Club, they will be asked to complete an 
application form, and will be informed of whether there is currently a suitable place 
available for their child.  

  
If a suitable place is available and the parent/carer agrees to abide by all the terms 

and conditions of admission, including the level of fees and arrangements for 
payment, they will be asked to complete and sign the Admissions Form to confirm 
their child’s place and of acceptance of the terms and conditions.  

  
Parents/carers will also be required to complete and sign the Emergency Medical 

Treatment Form.  
 

Once the admission is secure, the School Business Manager will contact the 
parent/carer concerned to arrange a date for the child’s first session at the Club 
and the parent will also be able to book sessions for their child via ParentMail. 

 
If they are looking for a regular slot, the Business Manager will advise if there is 

capacity. If they are looking for sessions on an ad hoc basis, these should be 
booked via ParentMail. Only parents who have registered their child will be able 
to access the booking system on ParentMail. 

 
Ad Hoc Bookings 

Places may be booked on an ad hoc basis if space permits. This will be done via 
ParentMail, but will only be available to those parents who have completed a 
registration form, agreed to the terms and conditions and submitted an 

Emergency Medical Treatment Form for their child. 
 

Registering for the club does not guarantee that spaces are or will be available.  
 
There may be exceptional circumstances where ad hoc bookings will not be 

accepted when spaces are available, for example in a pandemic. The Senior 
Leadership Team reserves the right to refuse ad hoc bookings in exceptional 

circumstances and require all children’s attendance to be a regular weekly pattern. 
 
Notice required  

  
Places will be allocated on a first come, first served basis. Priority will be given to 

those parents who require a regular slot and book that directly with the School 
Business Manager. Any further slots will available on ParentMail. Therefore, if 
parents who have booked a regular slot do not need it, they can receive a credit 

for it if 48 hours’ notice is given. We plan to operate bookings via ParentMail to 
give parents the ability to manage their own bookings.  
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To ensure that your child has the required placement and to guarantee that place 
parents must commit to a weekly pattern.  

  
Waiting List  

 
If all requests are for regular slots and the number of requests exceeds the 
number of places, we will operate a waiting list. Treetops Breakfast Club’s 

waiting list will operate on the following basis 
 

To ensure that admissions to the Club are offered on a fair and transparent 
basis, the following procedure will apply to the management of waiting lists:  
  

 If, on making an enquiry about a place for their child, a parent/carer is 
informed that there is not currently a suitable one available, the Club 

Waiting List Procedure will be explained and then activated on the 
parent/carer’s behalf.  

  

 Parent/carers will be encouraged to submit their request for a place for their 
child to the Club in writing. The details of this request will be placed on the 

waiting list, in order that they are submitted.  
  

 Priority placement is given to children who have an identified need as 
determined by the Headteacher and then siblings. 

 

 All other placements are allocated on a “first come first served” basis. The 
SBM will advise the parent/carer of how long they are likely to have to wait 

before a suitable place becomes available. This information will only be an 
estimate and will not constitute a binding guarantee.  

  

 When a vacancy at the Club becomes available, the parent/carer of the child 
who is highest up on the waiting list will be contacted.  

  
 If that parent/carer still wishes to take up the place for their child, they will 

be asked to complete the Admissions Form and follow the remaining steps 

of the admissions procedure outlined above.  
  

 If the parent/carer concerned no longer wishes to take up a place, the 
parent/carer of the next suitable child on the list will be contacted.  

  

 
Fees  

  
The Club is committed to providing a high quality, safe and stimulating service for 
children and to ensure the continued high standards and sustainability of the Club, 

it must ask that parents/carers respect its policy in respect of fees.  
  

An initial (non-refundable) registration fee of £10 per child is charged in order to 
cover administration costs for each registration.  
 

Please note children are unable to utilise the Breakfast Club unless the registration 
fee has been paid and all signed paperwork returned to the School. 
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The level of fees has been set at £5.00 per session. All fees will be reviewed 
annually by the Resources Committee to ensure the financial stability of the club. 

 
If the child is in receipt of Pupil Premium funding parents will be charged £1 to 

contribute towards the cost of breakfast and consumables. 
 
The above fee became effective on 1st September 2022 and will remain for the 

2022/23 academic year. 
  

These fees will be reviewed annually in the light of the Club’s financial position, its 
future strategic plans and any other broader economic or social considerations 
deemed relevant.  

  
Payment of fees will be via ParentMail. Payment is needed in advance, so future 

bookings will only be possible when previous payments have been made. If you 
wish you pay with Childcare vouchers, please contact the School Business 
Manager.  

 
Parents/carers are encouraged to speak to the School Business Manager if they 

have any query about the fees policy, or if, for any reason, they are likely to have 
difficulty in making a payment on time. Parents/carers are strongly advised to 

arrange a meeting at the earliest possible opportunity to avoid jeopardising their 
child’s place at the Club.  
 

Children of staff who work at Treetops Breakfast Club, can be fully registered 
members of the Breakfast Club and no fee would be payable for this. They are 

also able to attend a session when their parent is working free of charge. Parents 
will have to pay for sessions for their children whilst they are not working at 
Treetops Breakfast Club. 

  
Illness  

  
Our Club is committed to the health and safety of all children and staff that play, 
learn and work here. As such, the Club will take necessary steps to prevent the 

spread of infection. It will sometimes be necessary to require a poorly child to be 
collected early from a session or be kept at home while they get better. 

   
If your child has had sickness/diarrhoea, they should remain at home until they 
have been well for 24 hours, unless there is an outbreak and then it is 48 hours.  

 
If a child is booked into Breakfast Club, but then unwell and unable to attend, only 

the first day of absence will be charged. Sessions from the second day onwards 
will be credited back to the parent/carer. 
  

Policies  
  

For parent’s information, the School’s policies are available to view. Please contact 
the School Business Manager for details.  

 


