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Out of Schools Club Arrivals and Departures Policy

· The holiday club opens at 8.00am and closes at 6.00pm.  Children are not permitted inside the building until 8.00am.  All children should be collected from holiday club by 6.00pm. After school club runs from 3.45 pm to 6.00pm during term time.
· In the case of parents arriving late to collect a child, two members of staff will stay behind to wait for the parent.  The parent will be charged £1 per minute for lateness.

· Parents must contact the holiday club or after school if they suspect that they will not be on time to collect.  If there has not been any communication with parents by 6.00pm the parent will attempt to be contacted by a member of staff.

· A member of staff will be responsible for locking up the gym and ensuring that everyone has exited the building.

· For administrative and security reasons every child must be signed in and out of the holiday club or after school club. Registers must include the time of arrival and departure for each child. 

· Security doors are situated in the reception to ensure vetting of all persons entering and leaving the premises.

· For children attending holiday club and being collected from after school parents are encouraged to use the rear entrance to the school, by the gym emergency exit. 
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