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SJ’s Breakfast Club Parent’s Handbook

ABOUT THE SJ’S BREAKFAST CLUB 
 SJ's Breakfast Club is based at Peasedown Youth Centre, Bath Road (entrance 
through fire exit - left hand side as you face the building). The Breakfast Club runs 
from 7.45am until 8.45am weekdays, during term time (doors open 7.45am). 

Aims 
 At SJ's Breakfast Club we provide a safe, secure and relaxed environment, 
offering a simple breakfast and wake&shake before school.  

What we offer and provide 
 Our club provides a space for children to chat with friends, make new ones, do 
some colouring or drawing or reading a book. Children will also be offered a simple 
breakfast of cereal or brioches and a glass of milk or water. At the end of each session 
the children can participate in a game led by our staff. 

Staffing 
 Our Club is staffed by a paid Manager Rob Bubyer, a paid Deputy Manager Liam 
Adam, a paid assistant worker Sue Arscott and a team of unpaid volunteers. 
 All of our staff (paid or volunteer) have experience of working with children and 
undertake development training periodically. All members are DBS checked. We aim 
to have a minimum of three members of staff on each morning to ensure a staff/child 
ratio of 1:8 for children under the age of eight, and a ratio of 1:12 for children over the 
age of 8. Staff also have designated roles: 
Rob Bubyer:  Special Education Needs Co-ordinator, Health and Safety Officer, 
   Fire Safety Officer, First Aid Co-ordinator, Child Protection Officer
   Equalities and Inclusion Co-ordinator,  
EYFS Key People: Liam Adam & Sue Arscott 
 If you have a query or concern at any time, please speak to a member of staff at 
the club when you drop off your child. If you prefer to arrange a more convenient time 
for a meeting please contact the manager (contact details at end of document). 

Organisation 
 SJ's Breakfast Club is a charity which is run by St. John’s Church, Peasedown 
(part of The St J’s Group of Churches overseen by Rev. Mathew Street). We enjoy a 
close working relationship with Peasedown Primary School. 

Policies and procedures 
 The Club has clearly defined policies and procedures. Key points of the main 
policies are included in this Handbook. Copies of the full policies are kept at the Club 
and are available for parents to consult at all times.  

Prayer 
 As this breakfast club is run by a church, we say a simple prayer to thank God for 
the food we have. 
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TERMS AND CONDITIONS FOR PARENTS 
Details of all our policies are available on request to parents and a copy is kept at the 
Breakfast Club.  

Admission 
 Our Club aims to be accessible to children and families from all sections of our 
local community. Admission to the club is organised by the Manager and we use a 
waiting list system when the need arises. The waiting list will be operated on a first 
come-first served basis, with the exception of siblings who will have priority for the 
same days as a sibling already attending. See our Admission and Fees Policy for 
more details. 
 We require a completed set of registration forms for your child before they can 
attend the club. This information will be treated as confidential and will be stored 
appropriately. 
 Re-enrolment for September, Easter and the summer term is required. We 
cannot keep a place open for your child unless you complete a new registration form. 
Registration is completed online through our website at www.stjsgroup.church/
breakfastclub  

Payment of fees 
 The fees are £2.50 per child per one hour session (from September 2017). Fees 
are payable in advance by EventBrite or cash or cheque. Cheques should be made 
payable to “PCC of Peasedown St John”. 
 The price per session per child applies to all children. This is payable for all 
booked sessions including when your child is sick, or on holiday (regardless of the 
amount of notice given). 
 We do not charge for bank holidays and professional training days as the club 
does not run on these days. 
 Please ensure that fees are paid promptly (before the start of the term). Non-
payment for more than one month may result in your place being terminated. If you 
are having difficulty paying fees, please speak in confidence to the Manager. 
 Bookings and payment can be made through our website at  
www.stjsgroup.church/breakfastclub  

Changes to days and cancelling your place 
 You must give us one month’s notice of termination, or of changes in attendance. 
If you need to change the days that your child attends, please contact the Manager. We 
try to accommodate such changes wherever possible. No refund will be given if 
cancellation occurs once a term has started. If you need to contact a member of staff 
urgently during breakfast club hours then ring the manager on 07977 094262 or try 
the deputy manager (details on last page).  
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Induction/TimeTable 
7.45am: Children arrive, put their bags and coats on the table top. Children have about 
20 minutes to settle in where they can chat to each other or play some simple card 
games or read a book or draw a picture.  
8.00am: Pack away 
8.05am: Wake and shake 
8.15am: Prayer 
8.20am: Breakfast 
8.40am: Last Orders 
8.45am: Collect bags and coats and line up 
8.50am: Walk to school 

During the first week of term 
• The children will be informed of the rules, the timetable and be shown around the 

Club and told where they can and cannot go. 
• The fire evacuation procedure and the locations of all fire exits will be explained.  
• Staff will keep a close eye on any new children and will ensure that they are happy, 

engaged and feel secure in the Club environment. 
If a child seems to be taking an unusually long time to settle in, this will be discussed 
with their parents or carers to see what can be done to make the transition easier. 
See our Child Induction Policy for more details. 

Arrivals and departures 
 SJ's Breakfast Club recognises the importance of having robust systems in place 
to ensure the safe arrival and departure of the children in our care. Therefore we 
ask all parents to escort their children to the breakfast club room and to 
sign and state the time on the daily register. The entrance to the breakfast club 
room is through the fire exit on the left hand side of the building as you face it by the 
school. In addition we conduct regular head counts during the session. 

Escorting children to the school: 
• The Club and school have a clear agreement concerning the transfer of 

responsibility for children’s safety. 
• We have risk assessed the route used to escort children to the school and review it 

regularly. 
• Members of staff will escort the children from the club to school. Key Stage 2 

children (year 3 to 6) are escorted to their required entrances of the school building 
and handed over to the staff at the door. Foundation/Key Stage 1 (year reception to 
year 2) children are taken directly to their classrooms and handed over to the 
classroom teacher. 

Child protection 
 We are committed to building a ‘culture of safety’ in which the children in our 
care are protected from abuse and harm. Any suspicion of abuse is promptly and 
appropriately responded to. We comply with local and national child protection 
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procedures and ensure that all staff are appropriately trained at least annually. For 
more details see our Safeguarding Policy. 

Equal opportunities 
 Our Club provides a safe and caring environment, free from discrimination, for 
everyone in our community including children with additional needs. 
• We respect the different racial origins, religions, cultures and languages in a multi-

ethnic society so that each child is valued as an individual without racial or gender 
stereotyping. 

• We will challenge inappropriate attitudes and practices. 
• We will not tolerate any form of racial harassment. 

Special needs (parents) 
 We make every effort to accommodate and welcome any child with special needs. 
We will work in liaison with parents or carers and relevant professionals to fully 
understand your child’s specific requirements. We will endeavour to accommodate all 
children of all abilities, whilst working within the Club’s limitations. Each case will be 
considered individually and risk-assessed to ensure everyone’s safety. For more details 
on equal opportunities and special needs, see our Equalities Policy. 

GENERAL INFORMATION FOR PARENTS 

Behaviour of children 
 The Breakfast Club have created rules for acceptable behaviour whilst at the 
Club. These are displayed at the Club for everyone to see. The breakfast club has the 
same Golden Rules which the children know from Peasedown Primary school plus two 
other rules specific to the breakfast club. These are displayed all around the school and 
the children should know them well. These are -  
• Treat others as you would like them to treat you.  
• Always do you best and help others to do the same.  
• Care for your own and other peoples’ property and take care of the school and youth 

centre.  
• No running out of the breakfast club room. A red card will be issued if this happens. 
• Always stay in your seat and put up your hand if you need anything. 
  
We have a clear Behaviour Management Policy, which is outlined below. 
 The Club promotes the ethos of care, consideration and respect for everyone 
attending: children, staff and visitors.  We encourage appropriate behaviour through: 
praise for good behaviour; talking to children with the courtesy that we expect from 
them and engaging children in activities.  
 Challenging behaviour will be addressed in a calm, firm and positive manner. Our 
Staff will be firm in their use of yellow and red cards for sanctions, but also use them 
only where necessary. All children will start each session on a Gold (positive) Card.  

!5



SJ’s Breakfast Club Parent’s Handbook

BEHAVIOUR POLICY 
Sanctions: 
1. Non-verbal/informal warning (this will be given if a child has not done what 

they have been asked to do, for example… pack away your things. This will then be 
followed with “Next time, you will be given a ‘formal verbal warning’).  

2. A Formal verbal warning: “This is a warning … next time, you will be given a 
yellow card.” Staff will discuss why the behaviour displayed is deemed 
inappropriate. Staff will encourage and facilitate mediation between children to try 
to resolve conflicts through discussion and negotiation. 

3. A Yellow Card will be issued and the child will be asked to move within the club to 
a different table. Staff will give the child an opportunity to explain their behaviour, 
to help prevent a recurrence. “Next time, you will receive a red card and the 
manager will contact parents.” 

4. A Red Card will be issued. When a red card is issued, the manager will inform 
parents asap by telephone and then write/email a letter home, informing them of 
this and of the circumstances. The manager will then consult with parents to 
formulate clear strategies for dealing with persistent inappropriate behaviour. A 
suspension may be required until a meeting with parents can take place.   

Notes: 
• Staff may award an ‘instant’ yellow or red card where the behaviour merits it. For 

example, if a child runs out of the breakfast club using the emergency exit, a red 
card will be issued and parents will be contacted asap and a suspension be applied.   

• If a child has over 5 yellow cards in a term (i.e. a 6 week term), this will result in a 
red card being issued and parents informed and a possible suspension may be 
applied.  

• We will not threaten any punishment that could adversely affect a child’s well-being 
(eg withdrawal of food or drink). 

• Under no circumstances will a child be physically moved or touched unless in an 
emergency (eg if the children are putting themselves or others at risk). 

• Breakfast Club reserves the right to refuse bookings for children who persistently 
breach the behaviour policy. 

 However, if your child is violent, or if their behaviour poses an immediate danger 
to themselves or others, we will require you to collect them from the Club immediately. 
In exceptional circumstances, and only when all other attempts at behaviour 
management have failed, we reserve the right to permanently exclude a child from the 
Club. See our Suspensions and Exclusions Policy for full details.   

Behaviour of adults 
 We will not tolerate from any person, whether a parent, carer or visitor: bullying; 
aggressive, confrontational or threatening behaviour; or behaviour intended to result 
in conflict. Our Club is a place of safety and security for the children who attend and 
the staff who work here, and we reserve the right to ban anyone exhibiting 
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inappropriate behaviour from our premises. See our Aggressive Behaviour Policy 
for more details. 

Illness 
 We are unable to care for children who are unwell. If your child becomes unwell 
whilst at the Club we will contact you and ask you to make arrangements for them to be 
collected. 
 Please inform the Manager of any infectious illness your child contracts. If your 
child has had sickness or diarrhoea please do not send him or her to the Club for 48 
hours after the illness has ceased. See our Illness and Accidents Policy for more 
details. 

Accidents and first aid 
 Every precaution is taken to ensure the safety of the children at all times, and the 
Club is fully insured. Our staff are trained in first aid and a first aid kit is kept on the 
premises. If your child has an accident whilst in our care, you will be informed when 
you collect your child. For full details see our Illness and Accidents Policy. 

Medication 
 Please let the Manager know if your child is taking prescribed medicine. If your 
child needs to take medicine whilst at the Club you will need to complete a 
Permission to administer medication form in advance. See our Administering 
Medication Policy for more details. 

Complaints procedure  
 If you have any queries, comments or need to discuss any matters concerning 
your child, please feel free to speak your child’s key person, the Manager, or any other 
member of staff. 
 Verbal complaints will be brought to the next staff meeting for discussion and 
action.   
 All written complaints will be acknowledged within five working days of receipt 
and a full written response will be given within 28 days. 
 A full copy of our Complaints Policy is available on request. 

PLEDGE TO PARENTS 
 We value our relationship with parents/carers and are committed to working in 
partnership with you to provide top quality are for your children.  We will: 
• Welcome you at all times to discuss our work, have a chat 
• Keep you informed of opening times, fees and charges, programmes of activities, 

menus, and procedures. 
• Be consistent and reliable to enable you to plan with confidence and peace of mind. 
• Be available to discuss decisions about running the club. 
• Listen to your views and concerns to ensure that we continue to meet your needs 

Contact Information 
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☎ SJ’s Breakfast Club: 01761 300410   

☎ Manager  - Rob Bubyer: 07973 972018 

E:  breakfastclub@stjsgroup.church 

W: www.stjsgroup.church/breakfastclub  

SJ’s Breakfast Club address 
Peasedown Youth Centre 
Bath Road,  
Peasedown St John 
Bath  
BA2 8DH 

Correspondence address 
SJ's Breakfast Club  
St. John’s Church 
The Vicarage 
Church Road 
Peasedown St John 
Bath 
BA2 8AA 

Club staff 
Manager:   Rob Bubyer 
Deputy Manager:  Liam Adam (lead the breakfast club sessions) 
Supervisor:   Sue Arscott 
  
Other useful contacts 
☎ Deputy Manager: Liam Adam: 07446 388097 
☎ Supervisor: Sue Arscott: 07704 488642 
☎ Rev. Matthew Street: 01761 432293 

BANES Social Services Duty Team 
☎ 01225 396312 or 01225 396313 

Bath and Wells Diocese SafeGuarding Team 
☎ Glenys Armstrong (Diocesan Safeguarding Adviser): 01749 685135  
☎ Helen Humphreys (Assistant Safeguarding Adviser): 01749 685103
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