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SCHOOL CARE COLLECTION POLICY 
This policy is part of the Setting’s wider commitment to safeguarding the welfare of children within the setting.

Collecting children for Afterschool Club Policy
Aims: To ensure that all the children that have been left in the care of Twixus Child Care Centre arrive safely to the setting after finishing school.
This policy will explain in detail the procedures that all practitioners will need to follow when collecting children from their Primary School.

Procedure:

All Parents / Carers will complete registration and consent forms prior to be collected by Twixus Child Care.

Parents will confirm days required for collection and also Class details for the child. The Parent will also be asked to contact the Primary School to confirm that Twixus will be collecting the child. 

The Escort will check on the register who is to be picked up from the school and at what times. 
The ratio of practitioners that are required to collect is counted. All practitioners will be trained before collecting children. All practitioners are DBS checked.
The escort will take a mobile phone, emergency contact details for all after school club children and the register. There will be a first aid kit in each mini-bus. 
The Twixus staff will wait in the designated area or go to the classroom as agreed for the children to be released to them by the child’s teacher. 
The practitioners will be wearing their uniform so that the children will recognise them. The only people permitted to collect will be employees of Twixus Child Care Centre.
Once children are released to Twixus practitioners, they will ensure that the children have all their belongings (coats, lunch boxes, book wallets and water bottles).
Children will be talked to about the importance of holding hands, walking and not running and not talking to other adults. For the older children who  may be reluctant to hold hands, the practitioner will discuss walking sensibly with the Escort.
The practitioner will then walk the children round to the mini bus ensuring that the children do not run off, walk on the road, run across the road and let go of the practitioners hands.
Children are only permitted to walk with the practioner on the ground. They are not permitted to climb or walk along walls or other areas. They are not allowed to leave the practitioner to play and they must be with the practitioner at all times. 

What to do if:
Someone tries to take a child in your care whilst you are walking them round to Twixus

• If needed the practitioner will immediately phone the emergency services for assistance on the mobile phone they have.
• The practitioners will call for help, there is always lots of other parents and teachers around. The escort will not let go of the child in their care.
The child in the care of Twixus does not and will not hold the hands of a practitioner on the way round to Twixus

• The practitioner will explain the importance of holding hands with the practitioner.
• If required the practitioner will reward the child with a sticker when they arrive at the setting.
• The practitioner will wait until the child holds their hands before walking to the minibus

One of the children due to attend Twixus has been picked up by someone else?

• The practitioner will immediately find out from the teacher who has collected the child.
• She/he will phone the parent/carer using the emergency contact details that she carries, to ask if this was planned.
• Parents are reminded that if someone else is picking their child up to phone through on the morning to confirm the changes.
If the child is not at the school (due to sickness) when the practitioner has gone to collect the child
• The Officer in Charge / Manager will phone the parent/carer to see how the child is and remind them that the Nursery needs to know when the child will not be attending. 

The child has an accident whilst walking over to the nursery
• There is a first aid kit in each vehicle. She/he will attend to the accident where the accident happens. If required the emergency services will be called and parents will be informed.
Accident/incident forms will be completed on arrival at the Setting
• The setting procedures will be followed and parents informed. 

The child does not want to go with the practitioner to the nursery
• The practitioner will encourage the child to go to Twixus. The practitioner will entice them with activities, toys, equipment that they can and will be doing at the setting once

there. The practitioner will ask them what they want to do and give them the choice of activity. This will then be followed through at the setting where appropriate.
• The practitioner will reassure the child that their parents/carers will be there to collect later.
• If the child still does not want to come and is refusing to walk with the practitioner, the second escort will assist. Parent will be informed.
• If there is an issue that the practitioner feels uncomfortable with, teachers may be informed / asked to assist.

Any issue or incident should be reported to both the Officer in Charge and a member of the management team immediately or as soon as practically possible. This should also be communicated to the Parent usually by the Officer in Charge. 

Each practitioner will ensure that every child’s safety in their care is paramount. 

This policy reflects this Twixus Child Care’s commitment to safeguarding the welfare of the children in our care and as such any failure to comply with this policy may lead to disciplinary and dismissal proceedings against the individual. 

Acceptance and Application of Terms: The Management and Staff at the Twixus Childcare Centre has agreed (by signature) to uphold the legislative terms and working practices of this policy.   This policy will be reviewed annually and/or when legislative terms or practical application requires amendments.

Baby Unit for 0 – 2 year old children


Day Nursery for 2 – 5 year old children


Before and after School Holiday Care for 5 – 16 year old children


Primary School Holiday Care for 5 – 16 year old children











V8 2022-23                             Page 1 of 3

