Arrival and Departure Procedure
Upon arrival at 9.00/12.30 through the Annexe entrance, children should be encouraged to find their own name card and place it onto the snack board, and remove and hang up their outdoor clothes before settling into play in the annexe.

If there are any changes to the authorised persons collecting the child at the end of the session then please inform a member of staff who will ensure to inform everybody, to allow for the correct checks.

At the end of the session at 12.00/3.30, parents should again enter through the annexe entrance and wait until a member of staff hands over their child.

A member of staff will wait at the external door incase a child should come out on their own.

All carers and children should leave through the annexe door; this allows staff to ensure all children are collected by authorised persons and to pass on any messages or information to people as they leave.
