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Zebras Out of School Club Ltd
Children’s Collection, Arrival and Departure Policy

Collection from School  & Signing In Procedures
Reception children (attending Elmgrove), will be collected and escorted to Zebras by a reception keyworker, who attends their classroom at the end of the day and helps with the class departure procedures (reading a story/collecting coats & bags/lining up). The keyworker assigned to collect the reception aged children is also responsible for ensuring the register is correct (with regards to daily attendees) and detailing if children are in attendance (or not) on the register provided.
Reception children attending other schools, will be collected from their classroom by a member of staff and escorted to Zebras. This member of staff will be responsible for these children until ‘handing over’ to the designated reception keyworker at Cotham School. Zebras will work towards ensuring the same member(s) of staff are responsible for picking-up these children as much as possible. The staff assigned to collect the reception aged children is responsible for ensuring the register is correct (with regards to daily attendees) and detailing if children are in attendance (or not) on the register provided.
Year 1 children attending Zebras, will be collected and escorted to the school hall (Elmgrove) or Cotham School (schools other than Elmgrove) by a member of staff. The staff assigned to collect the year 1 children is responsible for ensuring the register is correct (with regards to daily attendees) and detailing if children are in attendance (or not) on the register provided. For schools other than Elmgrove, staff must wear a high visibility waistcoat and encourage children to walk sensibly on the left-hand side of the pavement (away from the road) and adhere to road safety procedures.
Year 2 children attending Colston’s Primary School, will be collected by a member of staff and escorted to the meeting place in the KS2 playground (into the fenced off section). On arrival at the meeting place, the staff member must ensure he/she provides relevant information to the person marking the register. Staff will continue to supervise all children at all times. Special attention given to children known to ‘wander off’ or with individual needs and/or behaviour management issues.
ALL children on the collection list must be accounted for (present/absent/late pick-up etc).
KS2 children (years 3-6) attending Colston’s Primary School) 
In order to encourage responsibility, older children are to go straight to the meeting place (by the fenced off area in the playground) at the end of the school day. It is their responsibility to do so, if they do not turn up, a member of staff needs to look for them (check playground, their classroom, toilets). 
If the child cannot be found after checking the above places, you must report to the most senior member of staff immediately, and the following procedures must take place:
1. Ask at the school office to see if they were in attendance today (check register).

2. Check the child(ren) are not attending an afterschool activity (choir, football, rugby etc). 
3. Go to child’s classroom and speak to teacher to see if he/she has further information.
4. Phone/text to inform parent/carer of the situation and ask for further information regarding the situation.

5. If parent/carer is not aware of any reason why their child(ren) are not in attendance, the ‘Missing Child’ procedure must be implemented.

KS1 & 2 Children attending schools other than Colston’s Primary School (staff collection)
A member of staff will be responsible for collecting children directly from their classroom and escorting them safely to Zebras. The staff assigned to collect the children is responsible for ensuring the register is correct (with regards to daily attendees) and detailing if children are in attendance (or not) on the register provided. 
Staff must wear a high visibility waistcoat and encourage children to walk sensibly on the left-hand side of the pavement (away from the road) and adhere to road safety procedures.

Children attending schools other than Colston’s Primary, being ‘dropped off’/handed over to zebras (parent/carer/named individual).
A member of staff will be responsible for collecting children from the (named) adult dropping them off at the designated time and will have a register listing children attending. Adults must bring children to the ‘Collection Point’, which is 
the Children’s Entrance at Cotham Lawn Road. (On no account must children be brought to the car park area). Children will be signed in on arrival in the relevant register. Any child(ren) booked in to attend, but not arriving, will be marked as absent.

As children are brought/arrive at the meeting point, they must be ‘signed in’ on the register by the designated member of staff.
REGISTER INFORMATION:
· White box = child booked in to attend.
· Shaded box = child not booked in to attend.
· circled box = child attending afterschool activity (choir, football etc) 

All booked in children must be accounted for as follows: 

· tick if in attendance

· cross if absent (and you have received a message from manager/senior staff and/or class teacher). If you have not received a message and the child is not in attendance, follow the procedures listed in the ‘KS2 Children’ section.
Colston’s Primary School Procedures
Staff must ensure that once children have been signed in, they are adequately supervised in the playground. 
KS1 children must stay close by (within benched area), KS2 children can play in the ‘football area’, if staff give permission (and if children line up quickly when called).
Staff will have a list of children to be collected (KS1), all children’s names must be checked off on the register, before leaving the school premises. 

Escorts (staff/volunteers) will only leave when they are satisfied that they have all the children, or have implemented the missing child policy. In all circumstances the adult escorts will have relevant police checks carried out (DBS Certificate).

When all children booked in to attend have been accounted for (before leaving the school premises), they need to be lined up and a ‘head count’ carried out. Children are then escorted to Cotham School via the safest route. Staff members wear high visibility waistcoats and are sited at the front, back and spaced along the middle of the group (roadside). Children are encouraged to walk sensibly on the left-hand side of the pavement (away from the road) and adhere to road safety procedures.

In the case of the walking escorts, adequate staff members are on duty daily. 
Late Pick-Up’s
Children attending an afterschool session (football/choir etc) will be circled on the register and detailed on the ‘Late Pick-Up’ sheet on the Zebras Noticeboard/Office Trolley. Staff detailed on ‘late pick-up’ duty are responsible for checking collection time (also detailed on sheet) & other details as relevant.

Staff are responsible to ensuring they turn up in good time, ensure everyone on their list is accounted for (present/absent) and manage the children effectively (behaviour management). Staff must wear a high visibility waistcoat and encourage children to walk sensibly on the left-hand side of the pavement (away from the road) and adhere to road safety procedures
End of Session Collection   

Parents must give the names of all people authorised to collect their child on the registration form, and only persons named will be able to take the child, unless prior arrangements in exceptional circumstances have been made known to the Manager.

The person collecting the child must approach the staff, so that the staff know who is being collected, and by whom, and they can witness the parent/carer signing the children out. Parents must notify the setting in good time about attendance/non attendance of their child.

In the case of a parent/carer failing to collect the child, the manager/senior staff will contact the emergency contact. If a parent is unreasonably late in collecting their child without contacting the setting to inform them of unexpected delays, or is persistently late a charge will be made. No child will ever be left unsupervised because a parent/carer has failed to collect them.
Late collection
1. Staff must not work alone at any time. If a child has not been picked up by 6.00pm it is essential that at least two members of staff remain with him/her. 

2. If the parent or carer has not made contact by 6pm then staff must make every effort to contact them (including using the emergency contact phone numbers on the child’s registration form)

3. If after 20 minutes (6.20pm) staff have not been able to make contact with the parent or carer the Chair or another member of the Management Committee must be contacted. 

4. If staff have not been able to contact the parents or carers after one hour (7.00pm) Social Services must be contacted and advised of the circumstances. The Management Committee member must be informed of their advice. 

5. The child must be reassured and kept safely at the setting unless an evening booking makes this inappropriate. If the staff have to leave the setting, the child must be taken to the home of the Chair or another director. A note must be left on the door of the setting explaining where the child is, and including a mobile telephone number. 

6. If staff have had to contact a director, but the parent or carer then arrives, contact must be made with the director to let them know that this has happened! 

Signing Out
Whoever is collecting each child must speak to a member of staff and ‘sign-out’ the child, which gives staff a chance to tell parents/carers of any problems. The child’s registration has details of who is allowed to collect each child. If staff do not recognise the person collecting the child, they must check who they are and ask for proof of identity. If there is any doubt, the child’s parent/carer must be contacted and the child will not be allowed to leave. 

We will not allow any child to leave the premises unaccompanied. We will not allow children to leave with anybody under the age of 16 unless given written consent from parents.
NOTE: Under the Children Act 1989 parents do not lose parental responsibility except through an adoption order. This means that divorced parents retain rights to have contact with their children unless the courts have made an order that they should not do so. Play staff do not have the right to stop divorced parents from collecting their children unless they are aware of a court order preventing contact between the child and its parents.

This situation would apply in the same way if the parents were in the process of separating. A mother’s request that they do not go home with their father and vice versa cannot be guaranteed unless there is a court order preventing contact.

Parental responsibility is given to both parents if they are married at the time the child is born or subsequently. Otherwise only the mother has parental responsibility. An unmarried father can acquire parental responsibility through a court application, as can guardians and grandparents.

Parents should be in a fit state to collect their children. If a parent arrives in an ‘unfit’ state, for example through alcohol or drugs, the worker should notify Social Services and should refuse to hand over the child/ren to the parent. 
Referral Agencies: 
· First Response – 0117 9036444  (all Bristol)

The place to call if you are concerned about a child or young person or think they need some help. Calls to First Response may result in direct referral to a Social Work Team or to Early Help and/or advice and guidance being given about services to help families. 

· Disabled Children Team (all Bristol) - Tel: 0117 9038250

· Out of Office Hours Tel: 01454 615 165 (Emergency Duty Team)

· Police:  Non emergency – Tel: 101 Emergency – Tel: 999
Zebras OSC Contacts:
· Director/Manager/Co-ordinator – Lyn Collins Tel: 07759785014
Lyn Collins – March 2017
Zebras Out of School Club Ltd is a company limited by guarantee:  Company Number 08148943.
Registered office: Cotham School, Cotham Lawn Road, Bristol BS6 6DT
NOTE: KS1 Teachers are provided with a daily attendance list at the start of the school year (and at intervals throughout when needed). However, changes do occur from time to time and staff need to remain vigilant to these changes. (If in doubt always double check).


The child’s class teacher is responsible for the child until such time as they are collected by a Zebras staff member, then they become Zebras responsibility.




















NOTE: Some children (i.e. those with additional needs/individual risk assessments) will be handed over by a member of school staff. Please supervise these children carefully (take advice from manager/senior staff).





NOTE: (all schools): If children are marked in to attend Zebras on a particular day, you must not allow them to go home with anyone other than their parents/carer’s, unless notified. Zebras must be given permission from the child’s parent/carer either in person, by phone (text or call) or a written note handed in to the office (Colston’s Primary School children only).


If anyone else turns up to collect children without notification, staff must explain the above situation to them. However, Zebras will accept a phone call from child’s parent/carer (verbal permission).





























Staff note: Road crossings are managed by 2 members of staff entering the road first (children waiting by the kerb), ensuring road is clear (as usual practice), then waving children across. Children are to walk (not run) across road and stop at a designated place on the pavement








