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Barley Lane Montessori Pre-School and After School Centre
Pick and Drop Policy

At Barley Lane After-School Centre we give a warm and friendly welcome to each child on arrival and ensure that they depart safely at the end of each session. As our Centre operates 7am to 7pm, we also provide opportunity for our parents/carers to drop the children off at the Centre earlier than the School would open. In such cases we arrange for the Children to be dropped off at their designated schools when session is to start, and we also pick them up after school hours, allowing the parents/carers to pick them up again from the Centre at the end of the day.
Escorting Children between School and the Centre
Where children are escorted between school premises and the Centre, the following procedures will be carried out:

(A clear agreement will be reached between the parents/carers, the Centre and the school about when responsibility for children’s safety is officially transferred

The Manager will ensure that a thorough risk assessment is carried out and regularly reviewed, according to the provisions of the risk assessment policy.
The school and the Centre will keep accurate registers of all the children who require escorting between locations and update this daily.
An appropriate meeting place for children will be established within both the school and the Centre. If the meeting place is complex, children under eight years of age should be escorted directly from and to the classrooms and the Centre’s premises.
Where we are picking up or dropping off more than four children on a trip, there will always be two staff members accompanying any such group. One member of staff will be at the front and one at the rear.
(A member of Centre staff will confirm from the school receptionist to identify any absent children prior to collecting children

Where applicable staff will ensure that children are given instructions on road safety.
If a child is absent from the Centre without prior warning, staff will check with the school to see if they attend school that day – this will not be confirmed from other children. If the whereabouts of the child are not clear, staff will immediately inform the designated contact at the school and the parents/carer.
If the whereabouts of the child cannot be confirmed, the Centre will follow the Missing Child procedure which may result in the police being called.
Transport
Where possible, the Centre will use a minibus when escorting children from longer distances. When escorting children by minibus or other private vehicle, staff will ensure that the following rules are always adhered to:

The vehicle will be in a roadworthy condition and comply with all relevant vehicle legislation. All adults, who are involved in the transportation of children, will have appropriate and up to date Criminal Records Bureau checks and valid driving licenses. The driver of a minibus will have a valid Section 19 Small Bus Permit, suitable for driving a minibus and escorting children. All vehicles will be suitably insured and all children will wear seat belts. Car seats/booster seats will be used if necessary and parents/carers will be advised to provide this where applicable.
Children under 12 years should not sit at the front.
Arrivals
On arrival, a member of staff will immediately record the child’s attendance in the daily register, including the time of arrival.

The Centre will be prepared in readiness for the children’s arrival with all daily health and safety checks completed.

Departures
Parents and carers are expected to sign children out indicating the time of collection. Staff will ensure that this is done.

If the child is to be collected by someone other than those named on the registration form, this must be indicated to the Centre in writing (where practicable) prior to the start of the session and recorded by the Centre. Ideally the adult nominated to collect a child must be one of those named on the registration form. Only adults – aged 16 years and over – and with suitable identification, will be authorised to collect children.

In the event that someone other than named/known person arrives to collect a child without prior knowledge being given to the Centre, we will telephone the parent/carer immediately and ensure we speak to them and get authorisation before we release the child to that person.

If the parent/carer or designated adult is going to be late in picking up their child they must call to inform the Centre at the earliest opportunity. If the Centre is not informed, then the Uncollected Child Procedure will be activated.

Permission and arrangements for children aged eleven years and over arriving the Centre alone will be a matter for discussion between the Manager and parents/carers, based on the understanding of a child’s age, maturity and previous experience. 
Procedure for Pick up and Drop Offs
To ensure the safe delivery of the children between our Centre and their respective schools we ask all parents/carers to work with our procedure for Bookings and Cancelation Notification:


· Provide us with a written confirmation of days your child will be attending the breakfast/ afterschool club one week in advance. The confirmation can be via email /or in writing- to be given to the office. All emails to be sent barleylane2010@hotmail.co.uk and provide us with 
1. The full name of your child

2. The services required (Breakfast or After-School or Both)

3. Class child is to be dropped to and/or picked up from

4. The days of the week you require the service
· In order to ensure all children arrive to their schools on time, please make sure your child is dropped off at the Centre by 8.00am latest for Breakfast club. 
· All children are to be collected by 7.00pm latest in the evening. Where we have a reoccurring lateness this may result in a late fine being issued. 
· To maintain the safety of all children within the Centre, please ensure you inform the office each time your child is to be collected by anyone other than yourself via our password system - this is stated in our current policies and procedures.
· All children are to be signed out with a clear note of the collection time alongside your signature each time you collect your child from the Centre.

· We reserve the right to still invoice and collect payment for any bookings where Parent/ Carer gives less than one week notice of Cancelation or fails to inform the office their child will not need dropping off or collecting from school.

Staff and Visitors
All staff must sign in when they arrive on site noting the actual time of arrival. Staff must also make sure they note the actual time when they leave. In the register kept in the filing cabinet.

All visitors to the Centre will be required to sign in the Visitors Signing In/Out Book. The following information will be logged:

Date

Full name of visitor

Where they are from/reason for visit

Time in

Time out

ID check

Pass words: (where they are picking up children for the first time).
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