GLEN EDEN COMMUNITY HOUSE
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DROP OFF AND PICK UP POLICY
Objective:  To ensure that the children arrive at and are collected from the venue in a safe and appropriate manner
1. Parents or caregivers are expected to sign their children in and out of the Holiday programme, In for the Before School Care and out of the After School Care programme

2. Parents or caregivers are expected to contact the office before the beginning of the programme if their child/ren will not be attending

The following steps will be taken if a child does not arrive at the programme:

1. The school will be contacted for the absence information
2. The parents or caregivers will be telephoned

3. If the parent or caregiver are unavailable, emergency contacts will be telephoned

4. Local police will be contacted

Parents or caregivers are expected to inform the office if they will be dropping the children off late or picking them up early.  If the group is not at the House (for example, outside in the playground) the parent must make sure that the staff know their child has been dropped off.
If a child is not collected at the end of the programme, the following procedures will be followed:

1. A staff member will remain with the child

2. Parents and emergency contacts will be contacted

3. If there has been no contact with the parents within one hour of the programme closing, the child will be taken to the nearest police station. A note will be left at the House indicating where the child has been taken. The coordinator and supervisor will also be informed.

4. Parents may be charged a late pick up fee of the current rate for every 5 minutes

5. Parents must inform staff if a person who is not listed on the child’s enrolment form will be collecting the child

6. Staff will not release a child to a person who is not identified on the enrolment form.  If an unauthorized person comes to collect the child, the parent will be contacted for authorization

7. Written permission must be given for children to leave the programme unaccompanied

8. After School Care Children will not be allowed to walk home unaccompanied during the Winter months after 4.00pm
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