ARRIVALS AND DEPARTURES

ARRIVALS -

Children are collected from school by club staff and escorted back to the club. Children should be greeted upon arrival at the designated meeting point and their name checked in the daily attendance register. Once all children are present, the staff will organise them to leave in an orderly manner and conduct a head count which should be checked against the register.

Children who arrive at the club independently or arrive late due to an after school activity should also be greeted upon arrival and their time of arrival noted in the daily attendance register.

If any children fail to arrive as expected, the staff should follow the club lost and uncollected children procedure. They must continue to act until they are satisfied that the child is safe and their parent knows where they are.

DEPARTURES -

Parents should be promptly admitted to the club on arrival and welcomed by club staff. They should be escorted to their child’s group and given details of how their child has been and what activities they have been doing.

Staff must ensure that the parent is given any necessary messages or records to complete, including accident and incident forms. These should be signed by both the member of staff and the parent.

The child’s departure time is noted in the daily attendance register.

Children will only be allowed to leave the club with those persons specifically named on the registration form. If a parent wishes their child to be collected by someone else, they must inform the club in advance and give the name of the person collecting their child. 

No adult other than those specifically named by the person registering a child will be allowed to leave the club with a child. In the event that someone else should arrive without prior consent, the club coordinator will contact the child’s parent for clarification. Under no circumstances will a child be allowed to leave the club unless collected by a registered adult. It is not appropriate for club staff to escort children home unless in exceptional circumstances such as being a family member or close friend of the parent.

GENERAL -

· Daily records will be kept of children and staff in attendance, noting their arrival and departure times.

· These will be kept for a minimum of 2 years.

· The daily attendance register will be kept by the club coordinator in an accessible place.

· A visitors book will be maintained for any other adults present.

· In the event of an emergency, the club coordinator will ensure that the register is available.

· Additional registers will be produced for trips and outings.
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