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Arrivals and Departures Policy


We will give a warm and friendly welcome to each child on arrival and ensure that they depart safely at the end of each session.
It is the responsibility of all staff to ensure that an accurate record is kept of all children in the club by placing a time of arrival and departure in the register and that any arrival or departure to and from the premises is recorded in the register. The register will be kept in an accessible location on the premises at all times. This process will be supplemented by regular head counts during the session.
Arrivals
· On arrival, a member of staff will record the child’s attendance in the daily register, including the time of registration.
· If the parent/carer wants their child to be given medicine during that day by a member of staff, this must have been arranged before the session and they must complete and sign the Administering Medication form when collecting their child. 
Departures
· If the child is to be collected by someone other than the parent/carer, this must be indicated to a member of staff and recorded at the start of the session.
· The person nominated to collect a child must be one of those named on the registration form or in writing/verbally from the parent.
· Parents are required to inform and if possible introduce to the club staff to anyone who may collect their child. Only nominated persons will be authorised to collect children.
· Siblings are not able to collect children, unless over 18 years of age and/or with written prior consent from a parent.
· In the event that someone else should arrive without prior knowledge, staff will telephone the parent/carer immediately.
· If the designated adult is unreasonably late in picking up their child without prior warning, the Uncollected Children’s Policy will be activated.
· It is the club’s policy to encourage any parents who arrive to collect children and may be in an intoxicated state, or under the influence of drugs to call a taxi or arrange for an alternative pick up.
· It is the parent’s responsibility to ensure that pick up times are adhered to. Charges may be incurred for repeated late collection at the discretion of the manager.
Absences
If a child is going to be absent from a session, parents must let us know in advance where possible. Unfortunately, refunds on fees cannot be given for missed sessions.
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