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Dropping off
      Before School Club
· All children must be booked into the club.

· Parents are asked to inform the club if a child is not going to attend a pre-booked session.

· It is the parents’ responsibility to escort the child into the club and to sign them in.

· Should a child not arrive at the club when a place has been booked, but seen to be in the playground, staff will go out for them and will inform parents of this occurrence (however staff are not responsible for these children if an accident happens in the playground).

· Nursery and infant children are escorted into school by three or four members of staff. Junior children make their own way from the dedicated room (currently the Junior Hall) on the school premises to their classroom. 

· A list of children booked into the after school club is left at the school office for delivery to class teachers.

      Nursery

· Parents deliver their child to Early Birds at the beginning of the session or

       wraparound children are delivered to us by the lunchtime staff.

· Daily registration takes place at the beginning of the Nursery session.

1 Collection 
         Nursery

· Children leaving at the end of the nursery session are collected by their parents at the playground door.
After School Club – collection by Early Birds Staff

Infant department: 

· Teachers are notified every morning of the children from their class attending that afternoon’s session. 

· Those children are met and registered by a member of Early Birds and escorted to club. Nursery children are collected from our nursery and escorted to the infant club room. 

· When a child fails to arrive the relevant teacher is asked whether the child has been at school and possible reasons for non-attendance. 

Junior department: 

· The children attending the club assemble at Early Birds and are registered. 

· Should a child on the list fail to appear, the child’s teacher is asked about attendance, etc.

· Non-Attendance. Where there is no valid reason for non-attendance at the club a member of Early Birds staff will telephone the contact numbers on the registration form immediately. 

· The school premises will also be searched, inside and out, from Kixley Lane to the shoppers car park. 

· The child’s teacher and children in the child’s class will also be asked if they have any knowledge as to the whereabouts of the missing child (e.g. gone to friend’s house). 

· Should staff not be able to make contact with the numbers given on the form, check with school that numbers are up-to-date. 

· Continue to telephone and look for child until there is a satisfactory outcome.

After School Club – collection by Parent

· Children attending After School Club must be signed out and are only allowed to leave with an authorised person. Parents will be contacted to confirm that their child may leave with someone else, if prior notification has not been received.

Failure to collect a child

If a child has not been collected 15 minutes after the end of the session, and no explanatory phone call has been received, to ensure the child’s safety we will:

· Telephone the parents / nominated person.

· Telephone the emergency contact person.

· Should no contact have been made after one hour with the above, telephone Social Services – Duty Social Worker

Two members of staff will remain with the child until the nominated person / emergency person or duty social worker collects them.
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