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Arrival and Collection Policy

1. Purpose

This policy outlines how we manage the safe arrival and collection of children attending our club. It
aims to prevent unauthorised collection, ensure children's safety, and handle any incidents of
lateness or non-arrival.

2. Arrival Procedures
e Children are signed in by a staff member upon arrival using our register system.
e If achild is coming directly from school, we liaise with teaching staff to confirm their arrival.
e Late arrivals are also recorded, with reasons noted if appropriate.
3. Collection Procedures
e Only authorised adults, listed on the child’s registration form, may collect them.
e If someone else will be collecting the child:
e Parents must inform the club in writing or by phone in advance.
e The person collecting must provide a password or photo ID.
e Children will not be released to anyone under the influence of alcohol or drugs.

e Staff are instructed to challenge anyone they do not recognise.
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