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Welcome from the Principal
Welcome to our school and the Kings Monkton Family. I am very proud to be the Principal of this excellent
school and to have the privilege to work with such outstanding staff and
pupils. Kings Monkton is a small school in the heart of Cardiff offering
education to boys and girls age 3-18. What makes us different is that we are
entirely inclusive, ensuring that all pupils get the very best education according
to their stage of learning, rather than their learning being prescribed by their chronological age. This means
that our very brightest children are able to take their GCSEs and A-Levels up to two years early. We can
also support children who have additional learning needs, helping them to develop and grow at their own
pace and to excel in their specific areas of excellence. How do we do this? Our pastoral team is second to
none and we know our children inside out. Small classes of up to just 18 pupils throughout the school
ensure that our teachers can give every child the focus and attention they require in order to meet their
full potential. The recipe is simple: outstanding teachers, excellent facilities and a caring and nurturing
environment.
Our After School Club and Holiday Club are designed to support parents in their busy lives with affordable,
high quality child care. Acting as an extension of our school day and curriculum we offer after school care
for pupils aged 3-11 until 6pm every weeknight. Our Holiday Club runs during every holiday and is only
closed for a short period over the Christmas break. These are staffed by our own teaching assistants who
continue the high standards we have throughout the usual school day. As the Responsible Individual for
this provision I work closely with CSSIW and our staff to ensure the highest standards are maintained and
pupils enjoy and learn from their time with us after school and during holidays.
Our Vice Principal
It gives me great pleasure to be Vice Principal of such a prestigious school, especially taking responsibility
for the primary school. Small classes ensure that personalised learning is in place as a matter of course.
This means that our excellent teaching and support staff can identify each child’s
favoured learning styles, and in doing so ensure that our teaching styles match.
With this every child can reach their full potential. In the primary school pupils are
taught mathematics and English (reading, writing and oracy) every morning, whilst
the creative afternoon curriculum has a thematic approach. Pupils are taken out of
school to interesting sites in and around Cardiff: to shops, parks, museums and
castles, to name but a few, for enriched learning experiences. We also invite visitors to contribute to our
pupils’ lessons. Our After School and Holiday Clubs enhance this provision and support pupils learning.
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A Brief History of Our School
Kings Monkton School was formed in 1994 from the amalgamation of two of Cardiff’s oldest schools –
Kings College and Monkton House – both established in 1870.
The influence of Kings and Monkton upon local education over the last 125 years has been immeasurable,
since generations of children have passed successfully through the two schools, with countless former
pupils making their mark in all walks of life across South Wales and the wider world.
The two schools are now a single entity and the process of the merger was completed in 1997 when the
school moved to its present location opposite Mansion House in the heart of Cardiff city centre, close to all
the amenities of the capital city of Wales.
In 2013, the school was purchased by Heathfield Independent Schools, opening up immense opportunities
for the further development of our school, staff and pupils.
The school has its own alumni, The Old Kings Monktonians, and all former pupils are invited to join this
prestigious group, which is made up of former pupils based all over the world.

Our School Today
Kings Monkton School is located in the heart of Cardiff. We benefit from having a safe and secure site for
our children with access controlled by electronic gates and an intercom system. The school has recently
undergone a complete refurbishment of its ICT facilities and we are now proud to offer state-of-the-art
classrooms and teaching facilities for our pupils, including access to Mac and Windows operating systems.

‘I am particularly impressed with the inclusive ethos within the school,
which recognises the individuality of every single child regardless of ability,
faith or background’ (Parent Testimonial)
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Meet Our Staff
Principal & Proprietor
Mr Paul Norton
BA MA Med NPQH QTS
ESTYN Peer Inspector

Vice Principal & Proprietor
Mrs Karen Norton
BSc MA NPQH QTS
ESTYN Peer inspector

Matthew Forey

Chloe Britton

Fathi Blatchford

Charlotte Smith

Interventions Manager

LSA

TA

TA

Daniel Jones

Charlotte Crimmins

LSA

TA

Michael McCaffrey

LSA
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Our Mission Statement
Mission Statement
Giving our children the future they deserve.
Our vision
At Kings Monkton School our vision is to create an inclusive community built upon a happy, innovative and
outstanding learning environment.
Our mission and aims
At Kings Monkton School our mission is to prepare each pupil for life, enabling them to discover
themselves and develop their gifts and talents, to fully realise their potential, and to achieve the highest
standards of which they are capable. As a school therefore we aim to:
 offer outstanding teaching, providing an exciting, dynamic and challenging environment that inspires
our pupils with intellectual curiosity and a love of learning
 set high expectations so that all of our pupils achieve their very best and maximise their potential
 celebrate the successes and achievements of all our pupils
 enable all of our pupils to become confident, independent learners
 provide a broad, balanced and rich curriculum that is accessible to every pupil
 encourage each pupil, through the value we place on them, to grow in self-esteem, self-acceptance and
confidence
 care for, guide and support each pupil in their journey through the school
 to foster in our pupils a tolerance and respect for others and a deep concern to care for the
environment
 prepare our pupils to become the citizens of the future, able to make a strong contribution to society in
a changing and challenging global world.
At Kings Monkton School we pride ourselves on being an inclusive, caring and happy school with a tradition
of hard work and lots of extra-curricular activities. We strive to ensure that all children reach their potential
and get the best educational experience available.

‘The school has developed my children into well-rounded, socially conscious
and well educated individuals. The teaching is of a high quality, meeting
the needs of the individual and delivering excellent results.’ (Parent Testimonial)
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Our Admissions Policy Whole School

Kings Monkton School is a mainstream school that
prides itself on its inclusive nature. We do not have an
Admissions Examination as our belief and experience
shows us that once children feel safe, secure and happy
they will excel in education. However, we are a school
with excellent academic success and recognise that we
cannot always meet the educational needs of all
children, for example children with BESD (behavioural,
emotional and social difficulties).

Admissions are made on an individual basis and at the Principal’s discretion. Criteria used to assess
whether a child is admitted to our school include:






Whether the school can meet the needs of that individual pupil.
Whether the applicant is of the appropriate age and of sufficient maturity.
Whether the school is able to provide adequately for any special educational needs the applicant
may have following an assessment of the pupil by the Additional Learning Needs Coordinator.
Whether the school, having made reasonable adjustment, has the capacity to support any disability
the applicant may have.
Whether fees (if applicable) at the present school have been paid.
Admission to After School Club and Holiday Club

Applications for your child to be part of the After School Club or Holiday Club can be made at the Main
Office. Applications for both the After School Club and Holiday Club can be found at the back of this
booklet.
Kings Monkton School offers After School Club only to those children who are registered as pupils of the school. All
parents/ guardians are required to sign their agreement to the school’s terms and conditions when a child joins the
school. These terms and conditions still apply in their entirety to the After School Club provision.
The purpose of this contract is to clarify expectations on specific additional matters which are to do solely with the
After School Club provision. Parents are required to sign their agreement to this contract before a child is admitted
to After School Club provision. A copy of this agreement can be found at the back of this booklet.

Children with Special Education Needs
Definition of Special Educational Needs
Children have special educational needs if they have a learning difficulty which calls for special educational
provision to be made for them. Children have a learning difficulty if they:
(a) have significantly greater difficulty in learning than the majority of children of the same age, or
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(b) have a disability which prevents or hinders them from making use of educational facilities of a kind
generally provided for children of the same age in schools within the area of the local education authority,
or
(c) are under compulsory school age and fall within the definition at (a) or (b) above, or would so do if
special educational provision was not made for them.
Special educational provision means:
(a) for children of two or over, educational provision which is additional to, or otherwise different
from, the educational provision made generally for children of their age in schools maintained by
the LEA, other than special schools, in the area
(b) for children under two, educational provision of any kind.
See Section 312, Education Act 1996

It is important to note that, at Kings Monkton School, children are not regarded as having a learning
difficulty solely because the language or form of language of their home is different from the language in
which they will be taught.
At Kings Monkton School we are an inclusive school and we agree with the Fundamental Principles of the
SEN Code of Practice:






a child with special educational needs should have their needs met
the special educational needs of children will normally be met in mainstream schools or settings
the views of the child should be sought and taken into account
parents have a vital role to play in supporting their child’s education
children with special educational needs should be offered full access to a broad, balanced and
relevant education, based on the National Curriculum and, for pre-school children, the ‘Desirable
Outcomes for Children’s Learning before Compulsory School Age’ prepared by ACCAC

However, as an Independent School we have to work in collaboration with the Welsh Government, parents
and the Local Authority to ensure that any children we accept into our school can have their needs met.
This is an important partnership that is based upon trust and openness, and with the needs of the child at
its very heart.

Admissions Process for Children with SEN
1. Kings Monkton School is an inclusive school and one of only a small number of schools in Wales
that is a mainstream independent school that has SEN status. This means that we have special
compensation from Welsh Government to take children with special educational needs, and who
have SEN statements. Parents make initial request to visit the school where they will meet with the
Principal and ALNCo to discuss their children’s needs and SEN statement.
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2. Following an initial discussion, a decision will be made on whether the school can meet the child’s
needs. If a decision is made that Kings Monkton could support the placement the child is invited in
for a taster session and an opportunity to be assessed by the Additional Learning Needs
Coordinator (ALNCo Coordinator).
3. The parents will inform the Local Authority that they are considering Kings Monkton School for a
placement for the child.
4. The ALN Coordinator will report back to the parents; ALNCo and Principal the outcomes of the
taster day and assessments and a formal decision will be made as to the suitability of the
placement.
5. If a place at Kings Monkton is considered suitable then the Local Authority will be invited in for a
discussion of needs and support with the SEN Statement.
6. The parents will write to the Welsh Government, with a supporting statement from the school,
asking permission for their child to attend Kings Monkton School.
7. A transition plan will be written with the current school, parents, child and Local Authority, by the
ALN Coordinator, and the child will make a smooth transition to our school
Statement of Purpose
Aims and objectives
The aim of our After School Club is to provide quality, accessible out of school childcare with a range of play activities
in a welcoming environment.
According to one of the Principles of Playwork, “Play is a process that is freely chosen, personally directed and
intrinsically motivated. That is, children and young people determine and control the content and intent of their
play, by following their own instincts, ideas and interests, in their own way for their own reasons.”
Respecting the above principle and believing that children can develop through play as well as during lesson time,
we aim to offer opportunities for free choice out of a variety of options to our After School Club members, in
accordance with The United Nations Convention on the Rights of the Child, Article 31: “Parties recognise the rights of
the child to rest and to leisure, to engage in play and recreational activities appropriate to the age of the child”
Wherever possible, play opportunities are planned in a way that they:
•

promote equality of opportunity

•

challenge discrimination

•

are fully inclusive

•

value each child as an individual

•

motivate and empower children, increasing their self-esteem and confidence

•

encourage positive attitudes.
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Range of needs of children that are met
Children who need extra support in school may not need extra support within a play setting. Some children,
however, may require specific treatment, facilities or care while in the Club that is above and beyond the usual
provision for most children. After School Club aims to provide a welcoming and supportive environment for all
children, staff and parents. They will all be treated with dignity and respect. The Club supports integration and the
treatment of all children and adults as individuals, wherever this is possible.
Staff
We employ staff who are appropriately qualified and/or experienced (qualifications in Playwork, Support of Teaching
and Learning Activities, Childcare).
Staff (and volunteers) undergo a DBS enhanced disclosure check and receive induction which includes health and
safety and child protection policies and procedures.
Our staff is committed to caring for children in After School Club by making sure that they are safe and secure, are
given opportunities to make their own decisions on activities and participation, co-operate with other children and
adults and have help when assessing risks on actions of their own or others’.
Facilities
After School Club is based in the Dining Hall (until 4.30pm) and Reception Classroom (after 4.30pm) for children aged
5-11 and in Foundation Classroom for children aged 3-4. The Club provides appropriate areas for a range of needs
including a food preparation/dining area, a quiet area, a large play area and outdoor play space. Toilets for childre
and staff and first aid facilities are available as well as storage space.
Activities + Routine
Our activities are planned in ways that promote good social skills (positive behaviour, good manners, co-operation)
and help children increase their self-esteem through interacting with other pupils and adults and making desicions
for themselves. There are opportunities for role play, arts and crafts sessions, group games, physical activity
(outdoor play) and rest (quiet area).
Our routine is given in the form of a Timetable, available to parents through After School Club staff. Activities within
this timetable vary and are planned on a weekly basis (weekly planners also available).
Language used
The language that is used in After School Club is English, but our staff is prepared to support EAL pupils and try to
make them feel equally welcome and confident to participate in our activities.

After School Club Policy
These can be summarised in 4 simple statements:
1. Respect all members of the school community
Be polite, kind and helpful to teachers, support staff, visitors and other pupils at all times.
2. Take care of the school environment
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3. Take care of your own property and show respect for the property of others
4. Behave in a sensible manner
Never act in a way that is dangerous to yourself or others. Do not bring anything into school which
would disturb the normal school routine or which is not for use in an activity approved by the school.
The club enforces a code of behaviour which creates a safe environment for everyone. We will ensure that
all staff, children and parents know what behaviour is expected of them. We will work alongside parents in
cases of unacceptable behaviour and all children will be asked to follow the rules and expectations. The
club will continue to provide information about the child’s behaviour to parents and arrange to discuss
their child’s progress and set targets for the future. We will listen to any concerns the parent/carer may
have and enable the parent/carer and child to make a clear commitment to working together
.
Arrival and Collection Times
Parents may drop and collect their children at any of the following
times:
a)

Before School hours

from 8.00 – 8.30 a.m.

b)

After School hours

from 3.30 – 6.00 p.m.

‘…it is of great reassurance
knowing that he goes to a school
where he knows everyone and is
happy. Between the staff and the
other parents it’s like having an
extended second family.’ (Parent
Testimonial)

School finishes at 3.25pm. If children have not been collected before
3.35pm, they will be registered in the After School Club and parents will be charged the current rate. Details of the
current fees are available from the school office.
After School and Holiday Club closes at 6pm. If children have not been collected before this time, please be aware
that you will be charged £5 for every ten minutes after 6pm.
Children must have had an After School Club/Holiday Club Application/Information form completed before they start
using the club, indicating which sessions they will be attending. Forms are available from the school office or the
Club staff.
However, we understand that there are sometimes emergencies or the need to place children in the After School
Club at short notice. In these cases, it is essential that the school is informed on the day by telephoning the school
office.
Any children left in the After School Club without prior booking or notice by phone, will be charged an extra £5 in
addition to the normal After School Club fees.

Arrival
Pupils are bought to the club by their classroom teacher and registers for the provision with the After
School Club Coordinator.
For Holiday Club, the school buses do not run out of tem time and so parents are responsible for picking up
and dropping off their children to the school at the required times.
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Collection
Children’s Collection
Parents are asked to provide contact numbers on the Application Form when they book their child into
After School Club & Holiday Club. They are also asked to provide contact details of any nominated person
who will be collecting their child on their behalf.
If anyone other than the parent with parental responsibility recorded on the Application Form is collecting
children, the password must be used before the child / children will be allowed to leave the setting. Such a
person should be introduced to the staff prior to the first pick-up. Should a preliminary visit not be
possible for the nominated person, then the parent should give the supervisor a password which will be
used to identify the person when he/she arrives to collect the child.
The password will be requested before gaining entry to the setting and access will be denied if an
appropriate password is not given. Pupils will only be released to the parent or the person whom they have
nominated to collect on their behalf.
Children will not be able to leave without a responsible adult; all children must be picked up by persons
over the age of 16. In the event of anyone sent to collect a child / children without prior notice, staff will
contact the person on the child’s Application Form with parental responsibility for the child / children,
before they can leave the premises.
Uncollected Children
Staff will allow time for the designated person collecting the children to arrive. If the designated person
has informed club staff that they have been delayed, then an estimated time will be agreed. In the event
that no one has contacted club staff, all contacts and emergency contacts as per the Application Form will
be contacted by the club manager.
In the event that no one is reachable, the manager will assess the situation. The procedure will be as
follows: children attending the out of school club should be collected by 5:55pm. However, if they have not
been collected by 6:45pm, social services will be informed.
Misplaced/Lost Children
We have a very strict policy for tracking down misplaced or lost children when, in the very extremely rare
occasions, that this may happen. For further details please see our full policy which can be obtained from
the school office.
If a child is misplaced or lost then an extensive search is carried out by staff members and the parents,
Principal and Police are notified if the child is not located within the proximity of the building or area the
pupils are currently residing.
We want to assure parents that such occurrences as this do not happen but we are required to have
contingencies in place to plan for every eventuality.
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Sick Children
If a child becomes ill whilst in our care the designated person will be contacted. Time of illness and the
nature of the illness will be passed to the parent and they will be asked to collect the child as soon as
possible.
In the event of the child showing signs of infectious diseases the designated parent will be informed and
asked to collect the child as soon as possible. An exclusion period will be in place according to the illness
and the appropriate authorities will be notified.
All children presenting signs of illness will be placed in a quiet area by a member of staff and observed until
they are collected.

Fees
Fees are payable on a weekly basis. Any fees not paid by the close of business in the week in which they
were accrued will incur a charge of £5.00 per week / part-week, until the balance is paid in full. In addition,
after full consideration, the club may also decide to suspend any further care until the debt is reduced or
cleared in full.
a) Term time

i)

3-4 years

There is no extra charge for After School Club during term-time.
(Foundation classes)

ii)

4-11 years

Fees are charged at the current half hourly rate (or part thereof).
(Reception to Year 6)

Parents sign the pupil’s individual attendance sheet on collection, indicating the time of collection, so that
the correct daily charge can be calculated. The school office prepares an invoice on a weekly basis and this
is payable within one calendar month.
Health and Safety
Kings Monkton School takes very seriously its obligation under the Health and Safety at Work Act 1974 and
the Health and Safety Act 1984, the Workplace (Health, Safety and Welfare) Regulations 1992 and the
Children Act 2004, to take all reasonable steps to safeguard the health and safety of the children in its care,
its employees, parents and visitors to the setting.
The After School Club has appropriate insurance cover including employer’s liability and public liability
insurance. It is recognised that identification, assessment and control of hazards are vital steps to reducing
accidents and incidents.
The Manager will be responsible for assessing health and safety risks associated with the club’s activities
and will introduce appropriate steps to eliminate or control any such risks.

Be the best you can be

The Board of Directors of Kings Monkton School hold ultimate responsibility and liability for ensuring that
the Club operates in a safe and hazard free manner. The Principal is responsible for ensuring that all staff
understand and accept their responsibilities in regard to health and safety.

We will ensure that:






The effectiveness of the health and safety policy is monitored regularly and any necessary revisions made.
This will include reviewing all reported accidents, incidents and dangerous occurrences and the After School
Club’s responses.
Adequate resources will be provided to meet the Club’s health and safety responsibilities
Adequate health and safety training will be provided for all staff
All accidents, incidents and dangerous occurrences are adequately reported and recorded (including
informing the Health & Safety Executive and Ofsted if necessary)
All reported accidents, incidents and dangerous occurrences are reviewed so that preventative measures
can be taken

The Manager is responsible for the day to day implementation, management and monitoring of the Health
and Safety policy. They will ensure that:













All areas used by the club are clean, well-lit and adequately heated/ventilated.
Health and safety checks are carried out on a regular basis and reports logged on the appropriate forms.
Regularly checking the premises room by room for damage, worn fixtures and fittings or electrical
equipment and either taking the necessary remedial action or reporting the problem to the Caretaker and
Principal.
Any action required as a result of a check is promptly carried out
Health and safety information is passed on to all staff members
Any accidents, incidents or dangerous occurrences are investigated promptly and any changes in procedures
required as a result are implemented
Staff members are adequately trained to perform their health and safety responsibilities
All staff and children are aware of the fire procedures and regular fire drills are carried out
All members of staff are aware of the procedures in the event of accidents/incidents
The highest possible standards of cleanliness are maintained on the premises
All members of staff take all reasonable action to control the spread of infectious diseases and that they
wear protective gloves where appropriate, particularly in the case of applying first aid treatment or contact
with bodily fluids
The staff have access to the School mobile

Staff members are responsible, individually and corporately, for maintaining a safe environment by
ensuring that all health and safety procedures are adhered to at all times. They must:








Read, understand and follow the health and safety policy and any additional guidance issued and perform all
tasks required therein
Take reasonable care for their own health and safety as well as the children, their parents, their colleagues
and any other visitors to the setting
Ensuring that entrances and exits from the building including the fire exits are kept safe and clear
Ensure that equipment, furniture, fixtures and fittings are safe to be used and that they are maintained and
stored safely
Ensure that the activities undertaken by the children are safe whilst allowing an acceptable level of risk to
allow the children to develop the ability to assess risk for themselves
Report any accidents, incidents or dangerous occurrences that have led to, or could lead to, injury or
damage and help with the investigation of any such incidents
Undertake relevant health and safety training when required by the Management
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Ensure that they understand the principles of safe lifting and carrying
Not lift or carry any equipment or item that is too heavy for them to carry by themselves but ask a colleague
to help
Not lift or carry any child (except in extreme circumstances and in accordance with safe procedures)
Encourage children not to lift or carry any other child

Inform the person in charge when leaving the main room or building (or room they are working in), to
ensure adequate levels of child supervision are maintained AT ALL TIMES.

Any member of staff who disregards safety instructions or recognised safe practices will be subject to
disciplinary procedures.
Staff members are not required to carry out any duty that they assess as unsafe or damaging to their
personal health or safety or that of a child in their care. In this instance, the Principal should be advised as
soon as possible.
Security
Children are not allowed to leave the building during the session without an adult. They are not allowed to
leave the premises at all. During After School Club sessions an alarm on the outer door is activated to alert
staff to the entry of people to the building. Any unknown persons will be challenged and escorted from the
premises if they do not have permission or a valid reason for being in the building. If they refuse to leave,
we will call the Police. In such an event, an Incident Report will be completed and the Management
notified. Visitors to the club will be asked to sign in on the Staff/Visitors sign in sheet. The time they arrive
and leave will also be logged. Security procedures will be reviewed regularly by the Management, in
consultation with staff and parents.
Toys and Equipment
All resources will be kept clean, well maintained and in good repair. Toys, resources and equipment will be
carefully selected to ensure they are fit for purpose. Damaged items will be disposed of promptly.
All equipment and resources are stored safely and securely.
Food and Personal Hygiene
We maintain high standards of personal hygiene and take all practicable steps to prevent and control and
the spread of infection.





A generally clean environment is maintained at all times
Toilets are cleaned daily by our cleaning company; soap and paper towels are always available
Staff ensure that children wash their hands before handling food and drink and after using the toilet
Cuts and abrasions (whether on children or staff) are kept covered

Dealing with Body Fluids
Spillages of blood, vomit, urine and faeces will be cleaned up immediately by staff, wearing gloves, and will
be hygienically disposed of. Antibacterial spray will be used in areas affected. If children need assistance
with intimate care, two staff members will be present.
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Staffing Levels
Staff ratios and levels of supervision are always appropriate to the number, ages and abilities of the
children present, and to the risks associated with the activities being undertaken. A minimum of two staff
will be on duty at all times.

‘He is thriving…he skips into school every day and talks non-stop about his day when
he gets home.’
(Parent Testimonial)

Our Curriculums
Curriculum for Children 3-5

“…you can feel confident that your child will receive the best possible start in life.”

The curriculum for the After School Club and Holiday club follow that of the Foundation and Key Stage 1
curriculum that we offer in school. These clubs are an extension of the work we do in school and build
upon the children’s learning experiences. The Foundation phase is structured to cover the six areas of
learning:
Language & Literacy
The development of communication and language is at the heart of young children's learning. It includes
speaking and listening for different purposes, being read a wide range of books, reading simple texts and
writing for a variety of purposes.
The alphabet is learnt by a method called Jolly Phonics. Phonics are the building bricks of all words and will
eventually help your child decipher new vocabulary.
Mathematical Development
Children's mathematical development arises out of daily experiences in a rich and interesting
environment. It involves becoming confident and competent in learning key skills in numeracy and simple
mathematical problem solving.
Knowledge and Understanding of the World
In this area of learning, children are developing crucial knowledge: skills and understanding that will help
them make sense of the world. This forms the foundation stones for later work in science, design and
technology, history, geography, information and communication technology.
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Creative Development
This area of learning includes art, music, dance, role play and imaginative play.
Creativity is fundamental to successful learning. Being creative enables children to make connections
between one area of learning and another, extending their understanding.
Physical Development
Physical development is about growth of co-ordination, skills, control, manipulation and movement. Two
other very important aspects are increasing self-confidence in what can be achieved, and learning about
the benefits of being healthy and active.
Personal and Social Development
This area of learning is about emotional well-being, promoting self-esteem. It is also about developing
respect for others, social competence and a positive disposition for learning.

‘Kings Monkton School has provided my son with
a warm and caring environment in which he has
been encouraged and supported to fulfil his true
potential.’ (Parent Testimonial)

Curriculum for Children 5-11 years old

“…progress is closely monitored to ensure that each child is being sufficiently supported…”

The national curriculum subjects are taught in Key Stages 1 & 2 together with French. These subjects are:
English
Maths
Science
Geography
History
French
Music

Art
Information Technology
Design Technology
Physical Education
Religious Education
Personal & Social Education
Design Technology

In the primary school pupils are taught mathematics and English (reading, writing and oracy) every
morning, whilst the creative afternoon curriculum has a thematic approach. Pupils are taken out of school
to interesting sites in and around Cardiff: to shops, parks, museums and castles, to name but a few, for
enriched learning experiences. We also invite visitors to contribute to our pupils’ lessons. Activities that
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bring subjects to life ensure pupils are able to achieve their full potential, as learning and skills are retained
much more effectively.
Our Religious Education curriculum covers all of the major faiths which are represented in the school.
Pupils are introduced to an understanding and awareness of each other’s cultures and beliefs, encouraging
tolerance and respect for each other.
Welsh is offered as an optional language and can be taken from Year 3 upwards (Juniors).
Through class discussions our Personal and Social Education programme aims to develop pupil’s selfawareness and self-esteem as well as fostering a caring attitude and a growing confidence in making good
choices.
Our classes are usually taught in mixed ability groupings with work being set at different levels in order to
match the needs of each pupil. In year groups which have two classes, pupils are usually placed into sets
for the teaching of Mathematics so that the pace of work can be geared more closely to their abilities.
Our Physical Education programme covers gymnastics, dance, games and swimming, and outdoor
adventure activities, including a residential trip for pupils in years 5 and 6. Games are offered on a Monday
afternoon for all pupils.
On Wednesday afternoons, all pupils take part in activities including sports, climbing, musical theatre,
outdoor adventure and art & craft.
Music plays a central theme within our curriculum and pupils have the opportunity to take part in Choir, or
learn musical instruments throughout their primary school experience.
Kings Monkton School works with Cardiff University to offer Computer Studies from Year 5 upwards. This is
a programming-based course where the pupils demonstrate an understanding of how computer
programmes work, and how they are developed and written. The course uses applications such as
Raspberry Pie, Scratch and Python, and this can lead onto HTML and Adobe.
Activities
As part of our After School and Holiday provision we try and incorporate more activities for the pupils to
take part in, recognising the different structure from our club days to full school curriculum days. The
activities are structured so that they are age appropriate and, in some case, are weather dependent.
We work in partnership with a number of different organisations to ensure that we offer the very best
opportunities to our pupils and that the experiences and teaching they receive during these activities is of
the highest quality. The activities are designed in partnership with the pupils so that they reflect their
needs and passions, and include:
Art and Craft Club
Sports
Out and about
Film club
Programming

Minecraft
Musical Theatre
Musical Tuition
Trips to Theatre and cinema
Role Play and Game Play
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After School Clubs
We have a number of clubs that run after school, and membership of these clubs can incur an additional
cost on top of the After School Club. Arrangements can be made, however, for pupils to attend these
activities and staff will then pick them up and escort them back to the After School Club ready for pick up
by parents by 8.00. We want to ensure that children do not miss out on any opportunities. These clubs
include:
Ballet
Football
Karate
Homework Club

Music Ensemble
Musical Tuition
Self Defence
Wonderland Musical Theatre

Home School Agreement
The school has a Home School Agreement that stands for both the After School and Holiday Clubs. Pupils
who attend these clubs can be supported with their homework by staff, as long as parents inform us
what they would like us to do with the children with regards to the homework that needs completing.
Vision Statement
At Kings Monkton School our vision is to create an inclusive community built upon a happy, innovative and
outstanding learning environment.
We will empower our children to become respected citizens to enable them to make valuable
contributions locally, globally and to contribute to our world’s sustainable future.
This can be done most effectively when all staff, parents and children understand their responsibilities and
work together towards the same goals, as detailed in our home/school agreement.
The Learning Environment
Our school will:






Provide your child with a high standard of education, within a balanced curriculum
Ensure that our learning environment is stimulating and challenging
Celebrate your child’s academic and personal achievements
Provide the scaffolding needed to enable your child to achieve their full potential
Care for your child’s safety and well-being by observing and listening to them
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A Healthy, Happy Community
Our school will:






Teach your child to develop a positive attitude to one another, regardless of gender, race, culture,
belief, values, age and need
Encourage your child to become an active member of our community and help them to see that they
can have an impact on the world around them
Regularly meet with you to communicate the progress of your child, celebrating their strengths and
explaining how we can support them in their areas for development
Provide information to you about our school, including relevant policies, meetings, workshops,
activities, newsletters and open days
Be very happy to welcome you if you would like to contribute to our school’s broader curriculum. We
recognise that the community of Kings Monkton School holds a wealth of talent, experience, diversity
and enthusiasm that our school could benefit richly from

Homework
The school will:



Set differentiated and achievable homework to extend the curriculum and provide the opportunity for
independent learning. Clear information will be provided so that you will be able to help your child if
required.
Provide information to give you the confidence to work with your child at home

The parents/carers will:
The Learning Environment
I as a Parent/Carer will:





Make sure that my child arrives at school by 8.25am
Make sure that my child is wearing named school uniform or other suitable clothing and that their PE
kit is brought into school at the beginning of each week
Ensure that my child arrives in school every day with everything they need to learn, including their
School Planner
Endeavour to provide a safe, secure and happy environment for my child’s learning to be extended into
the home

A Healthy, Happy Community
I as a Parent/Carer will:




Let the school know of any concerns or worries that may be affecting my child’s learning, behaviour or
ability to do homework, as this can then be resolved quickly
Support the school by encouraging my child to develop a positive attitude towards our diverse, multicultural community
Attend meetings with my child’s teacher and other staff, aiming to be positive and productive, working
towards moving my child on in their learning
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Read all information sent home as this gives me important details of relevant policies, meetings,
workshops, activities, newsletters and open days
Support the school and Kings Monkton Parent Association (KMPA) when fundraising and organising
activities for the benefit of a variety of causes, and for our school
Support the school’s policies and guidelines on learning, behaviour and uniform, both in school and at
home
Support school in the teaching of safe and secure internet use at home

Homework
I as a Parent/Carer will:



Will support the school by making sure that homework tasks are completed and returned on time. A
child who hasn’t completed their homework is often an unhappy, worried one!
Will use your talents and experiences to enhance your child’s learning at home. Your child will benefit
greatly from what you can show them, discuss with them and teach them.

I, as a Pupil of Kings Monkton School, will:


Understand that I have rights within the school, some of
which are:
 To be treated kindly
 To be listened to
 To be helped
 To have a friend
 To play and join in games
 To be happy
 To feel wanted
 To be safe
 To be special












Respect other children’s culture, race, feelings,
beliefs and values
Accept responsibility for the things that I do
Be responsible for my school and home work
Ask for help if I need it and try my best in all that I do
Ensure that I take home all school letters
Follow the school’s Code of Conduct
Be kind and speak politely to everyone in school
Take good care of the building, equipment and school
grounds
Behave in a safe way
Be helpful
Tell a member of staff if I am worried or unhappy
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Mobile Phones
Mobile phones are allowed in school but should be switched off and left in pupil’s bags or given to the
office for safe keeping. They cannot be used around the school site.
The school follows a Stepped Discipline Policy. Full details of our School Behavioural Policy can be obtained
from the Main Office or on our website www.kingsmonkton.org.uk
Reward Policy
At Kings Monkton School we value the hard work and effort that pupils put into their work, as well as the
pride they feel about being a member of our community. It is important that we recognise both individual
and team success so that pupils feel encouraged and motivated to always try their hardest. Our Reward
Policy runs through After School Club and during our Holiday Club so that pupils get every opportunity to
support their House.
At Kings Monkton School we have four houses named after previous Principals: Skerry, Dark, Williams and
Shewbrook, and all pupils are allocated to one of these houses. House Captains are selected from the Sixth
Form to organise events and help pupils achieve house points which are collected throughout the year and
go towards the overall total of their house. Rewards are given for:
 The House with the most points
 The pupil who gains the most House Points, or contributes above and beyond to their House
At the end of every academic year the school will award three trophies:
1. The Charity Shield – for the House that raises the most money for their chosen charity
2. The Sports Cup – for the House that wins the most Inter House sports fixtures and Sport Day events
3. The House Cup – for the House who has the most House Points at the end of the year
The School Council is canvassed throughout the year to get an understanding of what prizes and rewards
pupils would like as a result of their excellent effort and hard work.
How to get House Points
Teachers award House Points to acknowledge and reward pupils for:







excellent behaviour
consideration for others
achievement
effort
outstanding citizenship
contribution to school life

House points can be awarded for things that pupils do
above and beyond their ‘normal’ school activities to
acknowledge, reward and motivate pupils.
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Our School Day
Primary School
08.00-8.30
8.30-8.40
8.40-9.00
8.40-9.00
9.00-10.15
10.15-10.30
10.30-11.45
11.45-12.45
12.45-14.15
14.15-14.30
14.30-15.25
15.25
15.25-18.00

Breakfast Club
Registration
Assembly
PSHE
Lesson 1
Break
Lesson 2
Lunch
Lesson 3
Break
Lesson 4
End of School Day
After School Club

Monday, Thursday, Friday
Tuesdays, Wednesdays

Activities Wednesday Afternoon

Holiday Club runs from 08.00-18.00 every week day
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Term Dates

“We ensure that learning is a fun and enjoyable experience that builds a child’s self-esteem.”

Autumn Term 2019
Staff INSET days

Mon/Tues

2nd & 3rd Sept 2019

Term begins

Weds

4th Sept 2019

Half term

Mon to Fri

21st Oct – 01st Nov 2019

Term ends

Fri

13th Dec 2019

Term begins

Mon

6th Jan 2020

Half term

Mon to Fri

17th– 21st Feb 2020

Term ends

Thurs

03rd April 2020

Spring Term 2020

Summer Term 2020
Term Begins

Mon

20th April 2020

May Bank Holiday

Mon

7th May 2020

Half term

Mon to Fri

25th May-29th May 2020

Term ends

Fri

10th July 2020

Kings Monkton Parent Association - KMPA
We have a very active parents association within the school that helps with fundraising and events
throughout the year. If you would like to join this active group then please email the Principal, Mr Paul
Norton at paulnorton@kingsmonkton.org.uk and he will put you in contact with the Chair of the
Association.
School Policies and Procedures
A full list of policies and procedures can be obtained by contacting the Main Office, or visiting our school
website www.kingsmonkton.org.uk. If you have any questions about any school procedures or policies
then please do not hesitate to contact the Principal, Mr Norton or the Vice Principal, Mrs Norton at the
school. Details of their personal email addresses can be found at the front of this prospectus.
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Child Protection and Pupil Welfare
The school has a duty of care, and the right to take reasonable action to ensure the welfare and safety of
its pupils. If a member of staff has cause to be concerned that a pupil may be subject to ill treatment,
neglect or any form of abuse the school will follow the school’s Child Protection Policy and Procedures.
This may mean that we have to liaise with other external bodies.
The school’s Designated Safeguarding Person is Mrs Sara Hart and Designated Safeguarding Lead in Head
Office is Ms Sara Barry Wheeler.

Who to contact if you have a safeguarding concern:

School – Catherine Alger
Designated Safeguarding Person (DSP)
Kings Monkton School
02920 482854
catherinealger@kingsmonkton.org.uk
staysafe@kingsmonkton.org.uk

Welsh Government
Cathays Park
Cardiff
CF10 3NQ
Tel: English: 0300 0603300
Tel: Welsh: 0300 0604400

School – Karen Norton
Designated Deputy Safeguarding Person (DSP)
Kings Monkton School
02920 482854
karennorton@kingsmonkton.org.uk
staysafe@kingsmonkton.org.uk

CSSIW
Welsh Government office
Rhydycar Business Park
Merthyr Tydfil
CF48 1UZ
cssiw.southeast@wales.gsi.gov.uk
Tel: 0300 7900 126

School – Sara Hart
Designated Safeguarding Person (DSP)
Kings Monkton School
02920 482854
sarahart@kingsmonkton.org.uk
staysafe@kingsmonkton.org.uk

Cardiff Safeguarding
Children's Access Point
Social Care & Health
PO Box 97
Cardiff
CF11 1BP
Tel: 029 2053 6490 or 029 2078 8570 (out of
hours contact)
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Equal Opportunities
We are fully committed to the active promotion of equality for all children, families and staff in the school,
and have an appropriate Equal Opportunities Policy. The school is committed to giving all pupils every
opportunity to achieve the highest standards by:
 taking account of their varied experiences and needs
 offering a broad and balanced curriculum
 having high expectations of all pupils
No Smoking Policy
The whole school is a no smoking area. Staff, parents and other visitors are expected to abide by this rule.
All pupils from juniors upwards participate in lessons on the dangers of smoking as part of their Personal
and Social Education. This policy also relates to e-cigarettes, shisha pipes and any other utensils used to
inhale smoke for pleasure.
Illnesses and Medicines
If children are ill at school, we do our best to make them comfortable. Our policy is to contact parents
promptly so that the child can be taken home immediately. We encourage full attendance at school, but
when children are ill, it is usually better for all concerned that they are cared for at home until they have
fully recovered. In our experience, children who feel unwell rarely work effectively and can become
distressed.
Although it is better for children to be kept at home if they need regular medication, there are
circumstances when it is necessary to give treatment in school. If a child needs continuous treatment, you
can either come to school and give the medication yourself or write a letter/sign an official consent form
giving us permission (available through the school office). All medicine is kept in a safe, locked place and
administered by Mrs Jane Hughes in the main office.
Asthma
Increasing numbers of children suffer from asthma and it is our policy is to ensure that asthma sufferers
lead a full school life whilst controlling their illness. If your child suffers from asthma in any of its forms,
please use our entry information sheet to register them as an asthma sufferer.
We monitor children carefully, particularly during physical activities and allow them immediate access to
their medication when necessary. It is essential that your child has extra medication that can be kept in
school permanently. If a child has an attack which does not respond to treatment within a reasonable time,
we will call the emergency services.
Allergies
Increasing numbers of children suffer from allergies and it is our policy is to ensure that allergy sufferers
lead a full school life, whilst controlling their reactions to allergy triggers. If your child suffers from any
allergy please use our entry information sheet to register them and tell us as much as you know about
their condition.
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We monitor children carefully, particularly during ‘high risk’ activities such as outside play for pupils who
have pollen allergies, and we allow them immediate access to their medication when necessary. It is
essential that your child has extra medication that can be kept in school permanently if they require it.
If a child has an attack, which does not respond to treatment within a reasonable time, we will call the
emergency services. With food allergies, including peanut allergies, please refer to our Food Allergy Policy
and arrange to meet our Head Chef, Mrs Ruth Clarke, to discuss your child’s needs in more detail and
develop a risk assessment to ensure their safety.
First Aid
The children are supervised throughout the day and their safety is always of prime concern when we are
organising activities. If an accident occurs, a member of staff administers first aid. We have eight members
of staff who are qualified first aiders.
In the case of minor injuries, no other action is taken, but if it is thought that medical treatment is needed,
you will be informed so that your child can be taken to the doctor or hospital immediately. We are
particularly concerned about injuries to the head or back. If you cannot be contacted we will take the child
for treatment or call in medical help.
Absence Notification
For a pre-arranged absence (e.g. medical appointment) please inform the school beforehand by letter
addressed to the office.
If your child will be absent from the school due to illness then please telephone the school on the first and
each subsequent morning of an absence before registration at 8.30am.

Nutrition and School Meals
Nutritious school meals are cooked on the premises and are available at £2.10 per meal (for all aged
children). Lunch vouchers can be purchased from the main office at a cost of £52 per month or children
can pay at the till with cash. The menus are published on our website so pupils and parents can see what is
available for both the current week, and the weeks ahead, which is great for planning. Packed lunches are
allowed in school.
Charging and Remissions
We endeavour to ensure that all costs within the school are up front and clear for parents. Please note that
additional charges are made for these services:
 Uniform is not included in school fees
 Lunch is not included in school fees except for the Foundation Class
 Tuition fees outside of curriculum music lessons
 Trips that are not directly linked to the curriculum
 There is also an additional charge for parents if you are consistently late picking up your child.
This causes significant disruption for staff and parents will be charged £15.00 per 15 minutes (or
anytime within that)
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Notice Period
Please note that a terms notice is required for removing your child from school. Failure to give a terms
notice can result in you being charged a full terms fees. There are only two exceptions to this:
1. If your child is permanently excluded from the school.
2. If your child fails to make the GCSE grades required to move onto Sixth Form as originally planned.
Please note that the Sixth Form is a two year course and pupils wishing to leave the school after their first
year - Year 12 - are also required to give a full terms notice before the Easter of their final Year 12
examinations.
Sex and Relationships Education (SRE) Policy
Children who ask questions about sex or where they come from are answered in an honest and
sympathetic way according to their age and maturity. The class teacher and PSHE Coordinator gives
children in Year 6 upwards more detailed lessons on sex and relationships education and we seek parental
permission for children to attend these sessions. If you would like to see the content of these lessons or
the Sex and Relationships Policy, then please contact Mrs Jane Burrows, the PSHE Coordinator through the
main office or on janeburrows@kingsmonkton.org.uk.
You may of course withdraw your child from these lessons and if you wish to do so we would be grateful if
you could please inform the Principal in writing.
Health and Safety
The school has a detailed Health and Safety Policy which outlines the measures that the Board of
Governors, Principal and all staff take to ensure that all pupils, staff, visitors and contractors are safe whilst
on the premises. Regular safety checks on equipment, fire drills and appliance testing are carried out
routinely throughout the year. Activities that require additional safety measures, such as extra-curricular
activities, visits or using specific equipment, are subject to detailed risk assessments.
School Security
All visitors enter the school by buzzing the outside intercom and gaining entrance through an electric gate
once they have identified themselves to the office staff. On entering the school they will be greeted in the
main office by the school receptionist and will be required to sign in and wear a visitors ID badge whilst on
the premises. This is the only entrance to the site during the school day which is open.
Acceptable ICT Use Policy Agreement
Kings Monkton School strongly believes in the educational value of the use of ICT in the classroom and
recognises its potential in supporting both teaching and learning. However any inappropriate misuse of ICT
both in and outside of the school community is strictly prohibited.
All staff, parents and pupils are expected to read and sign an agreement outlining the acceptable use of ICT
around the school which can be found in the pupil planners or by contacting the main office. Pupils are
allowed to bring their own device for use in school if they have the express permission of the E-Safety
Officer and Director of ICT. Further details can be found by contacting stuart@steerits.co.uk.
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Instrumental Tuition
We currently offer a wide range of instrumental tuition for piano, keyboard, brass, woodwind, strings and
percussion either on an individual or small group basis. Lessons take place during the school day, after
school and on weekends. We have two music providers:
International Music School and CAVMS
Music Central currently runs three ensembles within the school and hosts regular free public shows per
term:




Brass
Wind
String

Further details can be obtained from Immanuel Voigt at mail@imscardiff.co.uk
Payment for the music tuition which is not part of the school-day curriculum must be paid for on top of
school fees. Music Central charge parents directly whilst CAVMS are invoiced through the school on a
termly basis. If you wish to cancel instrumental tuition then a term’s notice is required in writing,
otherwise you will be liable for the full term’s fees.
Welsh Language
Kings Monkton School does not conduct any of its education through Welsh and does not use incidental
Welsh.
Complaints Procedure
If you are unhappy with anything within the school then please write to the Principal at the school and
inform him of your issue. All complaints are dealt with in line with our strict Complaints Policy and a copy
of this can be obtained from the Main Office.
A full copy of the Complaints Procedure can be obtained from the Main Office or from our website
www.kingsmonkton.org.uk
Uniform Lists
Pupils are not required to wear uniform for Holiday Club, but they must remain in uniform for After School
Club. For trips or out and abut sessions Holiday Club Staff may ask parents to dress the children in school
PE Kit so that they can be easily identifiable.
All Uniform and badges can be purchased from https://www.schoolblazer.com/
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Pre-School (Foundation)
Boys
Yellow crested polo shirt
Grey trousers
Grey shorts (summer)
Grey/black socks
Navy V neck jumper with yellow trim
Black shoes
School PE shorts
White ankle socks (for PE)
Trainers with Velcro fastener
School training pants
School sports bag


Girls
Yellow crested polo shirt
Westgate tartan pinafore
Navy tights
Black shoes (plain & no heels)
White socks (summer)
School training pants
Trainers with Velcro fastener
White ankle socks (for PE)
School PE shorts
School sports bag
Hair bands/scrunchies (black)

Foundation Class must wear PE kit to school on the day they have PE.

Primary School (Reception – Year 6)

Boys
Grey Melton wool unisex blazer with crested
patch pocket and grey lining
White shirt (Autumn/Spring)
White short sleeved shirt (Summer)
School tie
Grey trousers
Grey/black socks
Navy V neck jumper with yellow trim
(Autumn/Spring)
Black shoes
Black/navy coat
Bag
School PE polo shirt
School PE shorts
School rugby shirt (Years 3 -6)
School games socks (Years 3 -6)
Trainers/plimsolls
White ankle socks (for PE)
School tracksuit top
School training pants
Studded rugby boots (Years 5-6)
Swimming trunks
School sports bag
Towel
Swimming goggles

Girls
Grey Melton wool unisex blazer with crested
patch pocket and grey lining
White blouse
Westgate tartan pinafore (Reception – Year 4)
Westgate tartan kilt (Year 5 – 6)
School tie
Navy tights (Autumn/Spring)
Navy cardigan with yellow trim (Reception – Year
4, Autumn/Spring)
Navy V neck jumper with yellow trim (Year 5 – 6,
Autumn/Spring)
Black shoes (plain & no heels)
Black/navy coat
Bag
White Socks (Summer)
School PE polo shirt
School tracksuit top
School training pants
White ankle socks (for PE)
Trainers/plimsolls
School skort
Swimsuit
Swimming cap
School sports bag
Towel
Swimming goggles
Hair Bands/scrunchies (black/school colours)
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After School Club
Application/Information Form
All information given on this form will be treated as confidential by staff.

Part A: Pupil Details
Name of Pupil

DOB

Religion

Ethnic Origin

Parent (1)
Name
Address

Parent (2)
Name
Address
[if different
from (1)]

Contact (1)
Phone No.
Language spoken at home:

Contact (2)
Phone No.

Sex

If not English, how much does your child
understand?

Part B: Nominated Person
To be completed if someone other than the child’s parent/guardian will be collecting the child from time to
time or on a regular basis. Such a person should have been introduced to the After School Club Staff prior
to the first collection, or the staff should be given a password; to enable identification of the nominated
person.
Name of Nominated Person:
Address of Nominated Person:

Contact Phone No.
Password:
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Part B: Further Information
1.

Medical Needs:
(Please give details of any medical needs of which staff need to be aware)

Details of GP:
Name:
Address
of
Surgery:
Phone
No.
2. Dietary Needs:
(Please give details of any dietary needs of which staff need to be aware)

3.

Special Needs:
(Please give details of any special needs of which staff need to be aware)

After School Club Sessions Needed:
I wish to apply for a place for my child in After School Club 3.30-6pm as follows (please tick):
Monday
Tuesday
Wednesday
Thursday
Friday
Signed: …………………………………………………………

Date: ………………………………
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Holiday Club
Application/Information Form
All information given on this form will be treated as confidential by staff.

Part A: Pupil Details
Name of Pupil

DOB

Religion

Ethnic Origin

Parent (1)
Name
Address

Parent (2)
Name
Address
[if different
from (1)]

Contact (1)
Phone No.
Language spoken at home:

Contact (2)
Phone No.

Sex

If not English, how much does your child
understand?

Part B: Nominated Person
To be completed if someone other than the child’s parent/guardian will be collecting the child from time to
time or on a regular basis. Such a person should have been introduced to the Holiday Club Staff prior to
the first collection, or the staff should be given a password; to enable identification of the nominated
person.
Name of Nominated Person:
Address of Nominated Person:

Contact Phone No.
Password:
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Part B: Further Information
1.

Medical Needs:
(Please give details of any medical needs of which staff need to be aware)

Details of GP:
Name:
Address
of
Surgery:
Phone
No.
2. Dietary Needs:
(Please give details of any dietary needs of which staff need to be aware)

3.

Special Needs:
(Please give details of any special needs of which staff need to be aware)

Holiday Club Sessions Needed:
I wish to apply for a place for my child in Holiday Club 08.00-18.00 as follows (please tick):
Dates requested:
Total number of days/weeks:
Signed: …………………………………………………………
Date: ………………………………
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After School & Holiday Club
Contract with Parents / Guardians
Introduction
Kings Monkton School offers After School Club only to those children who are registered as pupils of the school. All
parents/ guardians are required to sign their agreement to the school’s terms and conditions when a child joins the
school. These terms and conditions still apply in their entirety to the After School Club provision. The purpose of
this contract is to clarify expectations on specific additional matters which are to do solely with the After School Club
provision. Parents are required to sign their agreement to this contract before a child is admitted to After School
Club provision.

1.

Arrival and collection times and contact details
Parents may drop and collect their children at any of the following times:
a)

Before School hours

from 8.00 – 8.30 a.m.

b)

After School hours

from 3.30 – 6.00 p.m.

School finishes at 3.25pm. If children have not been collected before 3.35pm, they will be registered in the After
School Club and parents will be charged the current rate. Details of the current fees are available from the school
office.
After School Club closes at 6pm. If children have not been collected before this time, please be aware that you will
be charged £1 for every minute after 6pm.
Children must have had an After School Club Application/Information form completed before they start using the
club, indicating which sessions they will be attending. Forms are available from the school office or the After School
Club staff.
However, we understand that there are sometimes emergencies or the need to place children in the After School
Club at short notice. In these cases, it is essential that the school is informed on the day by telephoning the school
office.
Any children left in the After School Club without prior booking or notice by phone, will be charged an extra £5 in
addition to the normal After School Club fees.
Parent Contact Details and Nominated Person Contact Details
Parents are asked to provide contact numbers on the Application form when they book their child into After School
Club. They are also asked to provide contact details of any nominated person who will be collecting their child on
their behalf. Pupils will only be released to the parent or the person whom they have nominated to collect on their
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behalf. Such a person should be introduced to the After School Club staff prior to the first pick-up. Should a
preliminary visit not be possible for the nominated person, then the parent should give the supervisor a password
which will be used to identify the person when he/she arrives to collect the child.

2.

Arrangements in the case of sickness

For pupils who fall ill whilst attending After School Club, the supervisor will contact the parent/ guardian/ nominated
person to inform them and ask if they can collect the child as soon as possible. All parental contact details (including
emergency contact numbers) must be provided on the After School Club Application/ Information form which is kept
by the supervisors After School Club. Parents are asked to ensure that this information is kept up-to-date at all
times.
Parents are advised that, for certain infectious diseases, a child must be kept away from school until the disease is no
longer contagious. In cases where a child is taken ill with an infectious disease, the school has a responsibility to
ensure that the child is taken home and/or not brought in until the infectious phase has passed. The school will also
inform other parents if any child has been diagnosed with an infectious disease. In cases of doubt, the parents are
asked to seek advice from their G.P. as well as from the school before sending a child to school.
3.

Arrangements in the case of absence

Parents are asked to follow the school’s absence notification procedures and to telephone the school on each day of
absence, before 8.45 a.m. (See the school’s Attendance Policy which is available in the main school office). A list of
absent pupils is drawn up on a daily basis and a copy of this is given to the After School Club supervisors. No charge
for After School Club is made for pupils who are absent through illness.
4.

Administration of Medicines

Parents complete a medical questionnaire when their child joins the school, giving full details of any ongoing medical
needs (whether or not these may require the administration of medication in school or After School Club). A
Medical Needs Register is compiled from these questionnaires and regularly updated for all pupils in the school and
a copy of this is provided to the teaching staff and Out of School supervisors for their information. All such
information is treated as confidential.
Parents are asked to provide the same information about medical needs on the application/ information form when
booking their child into After School Club. This is so that the supervisor can keep the information ready to hand in
the pupil records for each individual child.
Where parents require medication to be administered, they are asked to complete and sign a request form
(available from the school office) giving full details. This form will be read and countersigned by the appropriate
Head teacher (Primary or Secondary), indicating agreement to the administering of medication in school or in the
After School Club setting. Where appropriate and necessary, full details will be supplied to the After School Club
supervisor. All arrangements for storage and administration of medication will be in accordance with the school’s
Medical Needs Policy, a copy of which is available for perusal in the main school office.
5.

Dietary Needs

As part of the medical needs questionnaire (see above) parents are also asked to indicate any dietary needs that
their child may have (whether for medical or religious reasons). A Dietary Needs Register is compiled and regularly
updated for all pupils in the school and a copy of this is provided to the teaching staff and After School Club
supervisors for their information. All such information is treated as confidential.

Be the best you can be

Parents are asked to provide the same information about dietary needs on the Application/ Information form when
booking their child into After School Club. This is so that the supervisor can keep the information ready to hand in
the pupil records for each individual child.

6.

Arrangements in Case of Emergency

In the event of an emergency arising whilst attending After School Club (e.g. an accident causing injury or a fire on
the premises), the supervisor will contact the parent/ guardian or nominated person to inform them and ask if they
can collect the child as soon as possible. All parental contact details (including emergency contact numbers) must be
provided on the After School Club Application/ Information form which is kept by the supervisors of After School
Club. Parents are asked to ensure that this information is kept up-to-date at all times.
The school holds regular fire drills so that all staff and pupils are familiar with emergency procedures. The locations
for After School Club for the different age groups are all on the ground floor with exits straight onto the playground.
A fully qualified First Aider is on the premises at all times during After School Club hours. An accident form will be
completed following any incident in which a child is injured. Parents will be asked to sign this form when collecting
the child.
7.

Behaviour and Discipline

The school rules, which are issued to all pupils and signed by them on joining the school, all apply in the context of
After School Club. The school’s Discipline and Anti-Bullying Policy also applies in this context. A copy of this policy is
available for perusal in the main school office.
Pupils are expected to maintain high standards of behaviour in the After School Club setting. Persistent bad
behaviour will be dealt with in accordance with the Discipline Policy and ultimately could lead to withdrawal of the
place in After School Club.
8. Fees and payment procedures
b) Term time
i)

3-4 years

There is no extra charge for After School Club during term-time.
(Foundation classes)

ii)

4-11 years

Fees are charged at the current half hourly rate ( or part thereof).
(Reception to Year 6)
Parents sign the pupil’s individual attendance sheet on collection, indicating the
time of collection, so that the correct daily charge can be calculated. The school
office prepares an invoice on a weekly basis and this is payable within one calendar
month.

9.

Equal Opportunities

Kings Monkton School is committed to equality of opportunity for all staff members and pupils. This policy applies
fully in the After School Club setting. A copy of the school’s Equal Opportunities Policy is available for perusal in the
main school office.
10.

Complaints Policy

Be the best you can be

All pupils who participate in After School Club at Kings Monkton School are registered as pupils of the school. As
such, any complaints which may arise within the After School Club setting will be dealt with in accordance with the
provisions of the school’s Complaints Policy. A copy of this policy is given to all parents when their child joins the
school and is also available for perusal in the main school office. In this context, parents may also refer the matter to
the Care and Social Services Inspectorate for Wales.

Contact details are as follows:
CSSIW
Cardiff Regional Office
1 Alexandra Gate
Ffordd Pengam
Tremorfa
Cardiff
CF24 2SA
Tel: 029 2047 8600

I have read, understood and agree to the above terms and conditions relating to After School Club provided by
Kings Monkton School.
In the event of Medical emergency, I agree to the seeking of any necessary medical advice or treatment.

Signed [parent/guardian (1)]:………………………………………………………

Date: …………………………………

Signed [parent/guardian (2)]: …………………………………………………….
Date:…………………………………

NB The signature of both parents/ guardians is required on this form.

PLEASE SIGN THIS FORM AND RETURN IT TO THE SCHOOL OFFICE
BEFORE YOUR CHILD STARTS IN AFTER SCHOOL CLUB

Be the best you can be

