POLICY FOR REGISTRATION AND COLLECTION OF CHILDREN (AFTER SCHOOL CLUBS)

PRINCIPLES

To ensure childs’ safety

Ensure Staff and volunteers take appropriate action in the event a child does not arrive/or fails to be collected.

· When a child is enrolled as a member of DASH, the co-ordinator must be given the name(s) of those people authorised to collect the child from the sessions.  A record of this information will be kept and made available to all staff. Children must be signed in and out   

· Staff will not allow a child to leave with an unauthorised person

· It is the parent/carers responsibility to inform DASH if a child is not to attend (school will not inform DASH of any absence) A 24hr answerphone is in operation number 2621739

· If parent/carer wish a person other than the nominated person to collect the child DASH should be informed as soon as possible.  If the collecting person is to be person under 16years of age DASH require written authority.  Staff will not allow a child to be collected by anyone under the age of 14 years 

· The club officially closes at 6pm - if due to unforeseen circumstances the collecting person will not arrive before this time. The Club should be contacted as soon as possible and informed as to the arrival time and reason for late collection. 
· If a child is not collected at the official closing time and the parent carer has not contacted the club a set procedure will be followed which may include the contacting of the police/social services.
· Additional costs incurred due to the late pick up of children will be met by the parent/carer (these costs are without limit and are levied at the discretion of the Management committee)
· Habitual late collections may result in the place being withdrawn (see exclusion policy)

PROCEDURE RE NON ATTENDANCE/COLLECTION OF CHILDREN AFTER SCHOOL 

Non attendance of child booked onto an After school Session

DASH cannot be held responsible for any child before they enter the premises

· Check the child is registered to attend (ensure no message has been taken informing of absence)
· Check that the child has attended school (see black dinner book kept in secretary’s office)
· Commence a search of the premises and grounds.
· If the child has attended school contact parent/carer using contact telephone numbers on registration form
· Contact Police/ Social Services
· Inform the club manager of all incidents of this kind
Collection of Children at the end of After school session

· The co-ordinator will keep a list of those people authorised to collect the child from the sessions.  Although in the majority of instances this will be one or other of the parents, there may be older siblings; grandparents’ etc entrusted with this responsibility. Any changes to the nominated person will be amended asap

· A record of this information must be kept and made available to all staff

· Do not allow a child to be collected by a person under 16 without written authority being received from parent/carer

· In the case of an unauthorised person arriving to collect a child, the co-ordinator on duty must first check with the parent/carer, using the contact number to get confirmation of such an arrangement before releasing the child.

· Should confirmation not be obtained, the member of staff should refuse to hand over the child and supervise him/her closely until an authorised person arrives

· A description of the unauthorised person should be noted if possible and passed onto the parent/carer.  This should be done without alarming the child.

· If a child has not been collected within 10 minutes of the clubs official closing time, and the nominated collecting adult has not been in touch. The child should be reassured if necessary and Staff should attempt to contact the parent/carer and other authorised persons using the contact numbers given on the registration form.  This should be done without alarming the child.

· If no contact is made contact police/social services will be contacted after 20 minutes (current phone numbers to be held by Co ordinators/Manager)

· The coordinator will monitor all late collections of children, and the Club Manager will be informed.

Registration Procedure of Children at 8’oclock club

· Children will be signed in by the parent/carer, in the reception area. The child will then be taken through to the play area of DASH, accompanied by a member of staff if necessary.  

· Parents will not be allowed to accompany their child past the reception area; please note staff are trained to deal with distressed children

. 

· Parent/carers can remain with their child in the reception area.
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