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Whitefriars Primary School 

Breakfast Club Policy 

At WPS we aim to promote positive mental health and well-being for our whole school 

community; pupils, staff, parents and carers, and recognise how important mental health and 

emotional well-being is to our lives and in order for pupils to be ready to learn. 



Whitefriars Primary School 

Breakfast Club Policy 

September 2024 

1. Aims 

• To provide a welcoming, safe, secure environment for pupils before the beginning of the 

school day 

• To provide an affordable, early drop off childcare facility for parents/carers  

• To continue to build positive links/relationships with parents 

• To provide children with a nutritious breakfast at the start of the day in a pleasant and 

relaxing environment 

• To provide a calm play environment in which children can engage socially with children from 

other year groups, therefore strengthening relationships within the school community 

 

2. Procedures 

2.1 Staffing 

• There will always be at least four Breakfast Club Supervisors at each session. Staff will be on 

site from 7.15am to set up ready for 7.30am. 

• At least one member of staff will be first aid trained and all staff members who are dealing 

with food will have had up-to-date food hygiene training. 

2.2 Contingency arrangements for staff absences and emergencies 

• If a member of staff is absent, they must ring the School Business Manager who will arrange 

cover as necessary. 

• Cover will be provided by another member of staff. 

2.3 Booking arrangements 

• We are running an advanced booking system to ensure numbers do not exceed that which is 

deemed manageable and this is reviewed regularly and updated when necessary.  Booking is 

not always necessary. 

• Children can be dropped off from 7.30am. 

2.4 Use of Registers 

• Children will be registered as they are admitted by the Breakfast Club Manager. 

• The register will be kept in the Breakfast Club area. 

2.5 Cooking and serving facilities 

• The Breakfast Club Supervisors will be in charge of preparing and serving food and ensuring 

that the Breakfast Club area is left tidy. 

• Breakfast Club staff will have Food Hygiene Certification. 

2.6 Menus 

• Toast and cereals are available, together with squash, yoghurts and fruit. 

• Parents must advise us of any possible allergies. 

• Allergy Information should be updated regularly and Breakfast Club Supervisors have access 

to this. 

 



Organisation 

 

3. Breakfast club will be open to pupils from Whitefriars Primary School – Reception to Year 6 from 

7.30am onwards 

• Children will be admitted and registered in the Breakfast Club area 

• Breakfast will be served as soon as the children arrive and will be brought to the table 

• Once children have finished their breakfast they will take their plates to be cleaned and go 

to the range of activities that are available in the KS1/KS2 halls, ICT suite and library 

• Children will only use the Year 3 toilets/disabled toilet 

• Children will need to help with tidying up equipment used at 8.30am 

• At 8.40am EYFS and KS1 children will walk across the playground accompanied by an 

appropriate number of adults if they are in the KS2 building 

• At 8.40am Key Stage 2 children will go to their classrooms or onto the playground where 

they will be supervised by an adult until the bell goes at 8.50am 

3.1       Each child’s details, medical conditions, parent contact details and additional emergency 
             contact information are kept in the contacts file in the school office 

      

4. Resources 

• Breakfast Club resources are kept in the ICT suite, hall kitchen and Breakfast Club cupboard 

• All electrical equipment must be PAT tested before use 

5. Behaviour 

• Because the Breakfast Club is run by the school, the existing school behaviour policy will be 

followed 

6. Communication with Parents 

• Staff will have verbal communication with parents/carers that bring the children which may 

involve passing messages to classroom teacher – (A note of these messages should be 

recorded in a notebook which is passed to the office who will convey the message) 

• Written notes to parents from the Breakfast Club Supervisors will be passed on via the child’s 

classroom teacher 

• Parents may make appointments with the Headteacher and Breakfast club staff to discuss 

matters/issues pertaining to the breakfast club 

7. Safeguarding 

• In accordance with safeguarding arrangements, all staff involved in the running of the 

Breakfast Club will have current DBS clearance – these records are held in the school office 

• Breakfast Club Supervisors will follow existing school policies and procedures for Child 

Protection, the Code of Conduct and other relevant policies (Intimate Care, Health and Safety 

etc.) 

• All staff will have undertaken up to date safeguarding training 

• Where ICT equipment is used, they must also follow e-safety policy and procedures 

8. Fire Procedure 

• In the event of a fire, children and staff will follow the normal school procedures, leaving the 

building in a calm and orderly line via the closest exit 

• They will congregate in the school playground 

• The club register should be taken outside and all names checked 

• Fire procedures will be discussed regularly with children 



9. Medication 

• Inhalers are kept in the school classrooms. If a child needs an inhaler, a member of the 

Breakfast Club Staff will escort the child to the class and observe that the medication has been 

taken correctly 

• All other medication will follow the existing school policy 

 

10. Risk Assessment 

• A separate risk assessment has been completed for Breakfast Club sessions and activities 

 

11. Confidentiality of Documents 

• Confidential documents are kept in the school office in a locked filing cabinet 

 

12. Cancellation of Breakfast Club 

The only possible cause for cancellation would be school closure due to adverse weather 

conditions or problems with the building, e.g. no heating, water supplies or other significant 

unforeseen circumstances. 

 

In the event of a closure- 

• A member of school staff will endeavour to contact individuals by telephone before 7.30am. 

• During adverse weather conditions school closure will be reported to parents via text 

message.  It will also be available on the school website – www.whitefriarsprimary.co.uk and 

Facebook page. 

 

13. Refunds 

In the event that a child has paid in advance and the school cancels the club, a refund will be offered 

or the chance to carry payment forward into the next week. 

14. Breakfast Club Staff 

 

Liana Smith          Breakfast Club Manager / Food Hygiene Level 1 / First Aid  

Julie Marks          School Secretary/Oversee register/bookkeeping/financial matters/
           First Aider 
 
Philippa Samuels  Breakfast Club Supervisor / First Aid / Team Teach 

Christine Creasey  Breakfast Club Supervisor 

Ryan Scott   Breakfast Club Supervisor 

 

Covid Addendum 

Breakfast Club will run in line with DFE guidelines.  The school Risk Assessment will cover the 

Breakfast Club provision.  Children should not attend if they are poorly or have any of the Covid-19 

symptoms. 

http://www.whitefriarsprimary.co.uk/

