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25th September 2020 
 

Breakfast and Tea Club Booking System Instructions 
 
Dear Parent/Carer, 
 
Since 1st September, we have been operating a new booking system for our Breakfast and Tea Club via Parent Pay. 

For the majority of parents/carers, the booking system seems to be working well; however, for some there is still a 

little uncertainty regarding how it operates. We have therefore put together this short guide on how to make 

bookings, which will hopefully help iron out any problems.   

 

Step 1: Log onto your parent pay account. 

Step 2: If you have more than one child on your account, select the child you wish to make a booking for.  

Step 3: Select Bookings > Make or view bookings. 

 

 
 

Step 4: Select the time of day that you wish to make a booking for. 
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You should then be presented with a booking screen (please note the example below shows lunch time but should 

look similar for Breakfast and After School Tea Club). 

 

  
 

Step 5: Make your required bookings. The booking system allows you to book up to 100 days in advance with the 

flexibility that you can cancel any booking you have made up to the day before.  

 

For After School Tea Club, parents are asked to book the session as required; if however you are late and go into 

the next session then the later amended rate will be charged and vice versa if you have booked a later session 

and pick up early, an amendment can be arranged. 

 

Step 6: A summary will then be displayed at the bottom of the page with any previous unpaid bookings shown in 

red. 

 
Step 7: Review the booking summary, and select confirm bookings. 

 

Step 8: Any credit in your Parent Account will be used to pay for the booked sessions. Any remaining cost can be 

paid by card or Visa Checkout by selecting the appropriate option.  

 

When booking, you will be asked to pay for any booked session at the time of booking; however, you do not need 

to pay until the day before. Please note that if payment is not received by the day before your booking, your child's 

place will be automatically CANCELLED. It is therefore very important that you ensure all bookings are paid on time. 

 

If you have any more queries regarding the booking system please do not hesitate to contact the school office either 

via email bluecoat@durhamlearning.net or telephone 0191 386 5975 and we will be happy to help. 

 

Yours sincerely, 

 

 

Miss J Wilson 

Administrative Assistant  
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