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Arrivals, Departures and Collection of Children

Early Risers Club

When children arrive for early risers they wait at the main door with their parent/carer, until a member of staff opens it and welcomes them into the building.  Children find their photo name card and place them above a peg of their choice and hang up their belongings.  Lunch boxes go on a special shelf.

Staff to make sure children are on the early risers register and children arriving before 8am are offered a morning drink and breakfast and can spend the session partaking in free play.
Arrivals AM
When children arrive at Pre-School in the morning, they wait at the main door with their parent/carer.  Children from the early risers session are supervised on the mat while the other children are brought into the main room. Children find their photo name cards and place them above a peg of their choice and hang up their belongings. Lunch boxes go on a special shelf.
A member of staff welcomes each child as they enter the Pre-School room.  All children sit for registration. 
The Pre-School door is always locked in between children arriving. 
Arrivals PM

Children will be collected from the main door by a member of staff. They will help children to hang up their belongings and place their lunch on a table. The children will join the others on the mat for songs.  The register will be taken when all the children are sat up for lunch.
Departures

When parents and carers return to collect their children they wait at the main door. At the end of each session a member of staff checks who is at the door and then brings one child at a time to join their parents/carers. The remaining children continue to be supervised by the early years practitioners in the room. Staff are available to answer any questions.
Collection of Children

Parents / Carers must inform a member of staff if someone different will be collecting their child. Parents/ Carers must also inform the Manager or Deputy Manager about any relevant access issues. The Pre-School telephone number is displayed in the office window and parents/carers are regularly reminded of the number. Please telephone the Pre-School as soon as possible if you are not going to be able to collect your child on time. A late fee of £5 for every 5 minutes will be added to bills (a minimum charge of £10 if after 5.30pm). Parents or carers collecting children from After School Club should ring the doorbell of the main door and wait for a member of staff to bring their child to them.
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