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Arrivals and Departures - Firm Foundations for Children and Adolescents CIC will 
give a warm and friendly welcome to each child on arrival and ensure that they depart 
safely at the end of each session. 
 
Admissions 
It is the responsibility of the Director to ensure that an accurate record is kept of all 
children in the Club, and that any arrival or departure to and from the premises is recorded in 
the sign in sheet. The register will be kept in an accessible location on the premises at all 
times.  
 
Records of daily registers should be kept by the Club for at least two years.  
 
Arrivals 
On arrival, the member of staff bringing primary school children will ensure children sign 
themselves in, including; the time, how they travelled and whether they have homework. 
Secondary school children arriving on their own also sign themselves in. If arranged with 
parents/carers then a phone call will be made informing them of their child’s safe arrival. If 
the parent/carer wants their child to be given medicine during the session by a member of 
staff, they must have completed and signed the Administering Medication Form (See 
Appendix Three). Further details of this procedure are contained in the Club’s Health, Illness 
and Emergency policy.  
 
After putting down their things and washing their hands, all the children then have an 
opportunity to sit with staff and have a drink and biscuit and talk about their day.   
 
Departures 
If a child is to be collected by someone other than the parent/carer, this must be indicated to 
a member of staff before the start of the session. The child should also be told and know the 
adult nominated to collect them. In cases whereby staff have not met the nominated adult, a 
password system will be used.  
 
If parents/carers wish their children to make their own way home at the end of a session or 
once their homework is complete they must include this on their registration form. The 
children are still expected to sign out when they leave even if they are not being collected. If 
parents/carers wish, staff can call to let them know when their child leaves.  
 
In the event that someone should arrive to collect a child without prior knowledge, the Club 
will telephone the parent/carer immediately and will not let the child leave with them until the 
parent/carer has given their permission. 
 
If the parent/carer or alternative nominated adult is going to be late to collect their child, 
staff must be informed of this. If the designated adult is late in picking up their child without 
prior warning, the provisions of the Uncollected Children policy will be activated.  
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Upon departure, the register will be marked to show that the child has left the premises. The 
time of departure will also be recorded. Staff must also make sure that homework has been 
signed as checked – this applies to all staff and all children. 
 
Absences  
If a child is going to be absent from a session, parents must indicate this to the Club in 
advance. 
 
If a child is absent without explanation for more than three days concurrently, staff will 
contact the parents/carers to try to ascertain the reasons behind this. 
 
Regular absences from the Club could be an early sign and/or symptom that a child is unhappy. 
The Club and its staff will always try to discover the causes of prolonged and unexplained 
absences. 
 
Escorting Children between School and the Club 
Where children are escorted between school premises and the Club, the following procedures 
will be carried out: 
 
The Director will ensure that a thorough risk assessment is carried out and regularly 
reviewed, according to the provisions of the Risk Assessment policy.  
Once a child has made contact with an escort at the agreed meeting place in school The Study 
Zone takes on responsibility for the welfare of the child. 
A regular meeting place for children will be established between the child and staff. 
Staff will ensure that children are given instructions on road safety and all crossings are used 
safely and sensibly. 
If a child is absent from the Club without prior warning, staff will check to see if they 
attended school that day – they will not simply accept the word of other children. If the 
whereabouts of the child is not clear, staff will immediately inform the Manager and/or 
Director, designated contact at the school and the parents/carers.  
 
Transport 
When travelling longer distances, staff shall travel with the child they have collected by bus 
or taxi. Staff are given instructions on how to travel with children by bus and are encouraged 
to teach them how to travel safely and behave appropriately. 
 
Children who travel to the centre by themselves are made aware of the risks surrounding 
walking, cycling and travelling by bus or train. When children first start to travel by 
themselves by bus they are given time to adjust to the change, including training on travelling 
alone. 
 
The Arrivals and Departures Policy shall be reviewed annually. It may be necessary for 
further reviews if the policy is ever brought into question either by an individual or a 
particular incident. 
 
 


