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Breakfast Club Co-ordinator Planning form

Timing

How many times a week will the Breakfast club run?

                                                                  1(    2(  3(
4(    5(
What time will the Breakfast Club usually: start_______     finish________?

Will the Breakfast Club run outside term time?
Yes(

      No(
Staff and Capacity

About how many pupils will we be able to cater for each week?  ________________

How many people will staff the club?_________________

How many volunteer staff/parents will support the club?  ______________________

Will our staff be paid? Yes (   No (
What will our staff/pupil ratio be?  ________________

Logistics

Where will we hold our Breakfast Club? ______________________________

Who will set up and clear up at the beginning and end of the sessions? _________________

Where will we store our food?  ________________________________

Who will be a key holder for our premises/who will let us in, in the morning? ______________

Regulation 

Do we have a Food Hygiene Certificate? Yes (   No (
Does our funding/senior management team/insurance specify all our volunteers must be CRB checked?    Yes (   No (


Does our funding/senior management team/insurance specify we need a Health and Safety Certificate?   Yes (   No (
Does our funding/senior management team/insurance specify any additional standards we need to follow?  Yes (   No (  If yes, do we meet them? ____________
Membership

Will our club be open to all or target special groups of young people?

Will family members/relatives be able to come to the club?    Yes (   No (
How much will pupils and/or parents pay to attend the Breakfast Club? __________

Will we offer a voucher scheme? _________________

When will pupils pay for the club: start of each week ( each day ( each month ( each term (
How will we recruit pupils to the Breakfast Club? __________________________

What special publicity events or celebrations will we hold in the club each term?

Activities

What other activities can we offer at the breakfast club? ____________________________

What materials do we need for these activities? ____________________________________

Where will we store any equipment or materials? ___________________________________

Do we have access to an outside space for play? ___________________________________

Who can we partner up with to provide activities? ___________________________________

Food

Who will do the catering?  _____________________________________

Who will purchase the food? ___________________________________

What is our food budget per head? ______________________________

What local suppliers might be able to help with food ________________________________

So we have big enough equipment (toaster/kettle/utensils etc.) _______________________

Planning Ahead 

When do we need to look for more funding? __________________________

When will our steering group/planning team meet? _____________________

What would we like to have achieved in:

3 months: ____________________________________________________________________

6 months:  ____________________________________________________________________

1 year:

_____________________________________________________________________

3 years:

_____________________________________________________________________
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