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KIDSZONE
8th Morden Scout HQ, Jubilee Hall, Green Lane, Morden, SM4 6SS
Email: kidszone.greenlane@gmail.com
Tel: 07817 241463

	21/10/15
To All Staff

Effective Immediate


As a result of a child not being marked as present on the register yesterday (20/10/15)
there will be the following changes in procedure, with immediate effect:

· The register will be called as soon as all of the schools have returned to the club

· Each Friday, a copy of the weekly list for the coming week will be issued to each escort.
· If amendments are advised the escort is responsible for updating their list.
· The register will be called prior to leaving the school.
· The children present will be transferred to the main register when arriving at club, and the number of children checked in will be reconfirmed by the escort.
· Assistant escorts will support the escort in ensuring these procedures are followed.

This was a very serious matter and cannot happen again.
For the remainder of this week please mark the lists in your possession and call the register at the school using that list.

Thank you for your co-operation.

[bookmark: _GoBack]
Jacky Barker
Manager



cc Danielle Orme, Sian Jones, Salina Rahman, Susie Blackman, Harry Burrows




Manager: Jacky Barker				                       Dep. Manager: Danielle Orme
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