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7: Arrivals and Departures 


Kidszone will give a warm and friendly welcome to each child on arrival and ensure that they depart safely at the end of each session.

Admissions

It is the responsibility of the Manager to ensure that an accurate record is kept of all children at Kidszone, 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 (for exemptions to this rule, see the Visits and Outings policy). This process will be supplemented by regular head counts during the day.

It is a requirement of the EYFS Framework that records of daily registers be kept for at least three years from the last entry. (Providers may be required to show these documents during the next Ofsted inspection.)

Arrivals

On arrival, a member of staff will immediately 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 the day by a member of staff, they must complete and sign the Administering Medication Form. Further details of this procedure are contained in the Club’s Health, Illness and Emergency policy. 

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 Admissions Form). Only persons – aged 14 years and over – and with suitable identification, will be authorised to collect children. 

Permission and arrangements for children leaving the club alone at the end of a session will be a matter for discussion between the Manager and parents/carers, based on an understanding of a child’s age, maturity and previous experience. Written consent for children leaving Kidszone alone must be submitted to us before such arrangements are able to commence. No child will be allowed to leave Kidszone unaccompanied.

No adult other than those named on the Admissions Form will be allowed to leave the club with a child. In the event that someone else should arrive without prior knowledge, Kidszone will telephone the parent/carer immediately.

If the parent/carer or alternative nominated adult is going to be late to collect their child, staff must be informed of this on arrival. If the designated adult is late in picking up their child without prior warning, the provisions of the Late Collection of Children policy will be activated. 

Upon departure, the register will be marked to show that the child has left the premises. The time of departure will also be recorded.

Absences 

If a child is going to be absent from a session, parents must indicate this to Kidszone in advance.

If a child is absent without explanation for more than three days concurrently, staff will contact the parents/carers to try to ascertain the reasons behind this.

Regular absences from Kidszone could be an early sign and/or symptom that a child or family may be encountering some difficulties and might need support from the relevant statutory agencies. Kidszone and its staff will always try to discover the causes of prolonged and unexplained absences.

Escorting Children between School and Kidszone
Kidszone recognises the benefits of operating a walking bus when collecting children from their school. 
· Walking helps to increase a child’s road safety awareness.

· Daily exercise helps to increase fitness and improve health.

· Children become more aware of their local environment.

· It can help children to increase their independence and confidence.

Where children are escorted between school premises and Kidszone, the following procedures will be carried out:

The Manager will ensure that a thorough risk assessment is carried out and regularly reviewed, according to the provisions of the Risk Assessment policy. 

A contact within the school will be identified, with whom the Manager will liaise.
A clear agreement will be reached between Kidszone and the school regarding when responsibility for children’s safety is officially transferred.

The Manager will ensure that an identical register of all children who require escorting between locations is kept by both the school and Kidszone and updated daily.

If a child is absent from Kidszone without prior warning, staff will check to see if they attended school that day – they will not simply accept the word of other children. If the whereabouts of the child is not clear, staff will immediately inform the designated contact at the school and the parents/carers. 

A regular meeting place for children will be established within the school and escorted to the Club. If the meeting place is complex, children under eight will be escorted directly from classrooms by school staff to the Kidszone Walking Bus escorts.
Everyone, Escorts and children, wears a hi-visibility waistcoat in order to make themselves more visible to road users and other pedestrians.  

Identification badges are provided for Club staff and volunteers. 
There are walking bus rules for everyone to follow in order to be safe and children are given instructions on road safety. Parents are asked to review the rules with their children and both child and parent sign an acknowledgment slip. 
Parents and Carers will be safe in the knowledge that their child is travelling from school to Club safely, improving their health and enjoyment whilst they walk.

Rules for the Walking Bus

· Go to your meeting point as quickly as you can – don’t dawdle!

· The walking bus escorts are there to help you and ensure your safety.  You must listen to them and be polite at all times.

· Only cross the road when told to by a walking bus escort.

· You must behave sensibly at all times.

· You are responsible for your own property. Walking bus escorts are not there to look after it for you. Carry your own bags.

Code of Conduct when travelling

When travelling with Kidszone:
· I will follow instructions.

· I will listen to what I am told.

· I will wear the fluorescent waistcoat correctly. 

· I will be polite to the adults who are with me.

· I will not run or play games near the road.

· I will think about other people.

· I will wear sensible clothing and shoes, including a coat, hat and gloves during bad weather.
	                Please Sign & Return:


I agree to follow the rules and the code of conduct of the walking bus & when travelling with Kidszone.
Signed ____________________________________________(Child)

I have read the rules and the code with my child and I will ensure that they are well behaved

Signed __________________________________(Parent /Guardian)

Date__________________

When travelling on outings further afield, Kidszone will use public transport. 
Parents are advised in advance of the mode of transport and itinerary. (see Visits and Outings Policy)

On occasion the use of private vehicles may be required. Parents are advised and their permission is sought in advance.  When escorting children by private vehicle, staff will ensure that the following rules are always adhered to:

· All adults, who are involved in the transportation of children will have appropriate and up to date enhanced Criminal Records Bureau checks.

· All vehicles are suitably insured and MOT’d

· Children will be not sit in the front of a vehicle
· All children are wearing seat belts and are provided with appropriate booster seats and restraints.  
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