Drop off & Collection Policy

The purpose of this policy is to ensure the safety and well-being of all
children attending the home education group by establishing clear procedures for
drop-off and collection. It aims to provide a structured, secure, and efficient process
for children, parents, and staff.

Drop-Off Procedures
1. Drop-Off Time
* Children should be dropped off at the agreed booked time, not earlier.
* If arriving more than 30 mins late, please inform staff.
2. Location
* Drop-off will take place at the designated venue (unless otherwise stated).
* If children are arriving independently, please notify staff.
3. Sign-In
* Children will be signed in for health and safety purposes.
4. Health and Safety Check
* Children who are unwell or have contagious ilinesses should not attend the
group.
Collection Procedures
1. Collection Time
* Children should be collected at the agreed time or earlier.
* Late collections must be reported to staff as soon as possible.

* Repeated late collections will incur a late fee (e.g., £5 per 15 minutes) — See
late collections summary.

2. Authorised Collectors
* Children will only be released to authorised individuals.

* Any changes to authorised collectors should be communicated in advance.
A password system may be used for verification.

3. Notifications

* Staff will contact parents/guardians immediately if a child is not collected at
the scheduled time.

* If no contact is made within 15 minutes, emergency contacts will be called.

Safety and Security
1. Supervision
* Children will be supervised by staff from drop-off until collection.

* Staff are responsible for ensuring children are only released to authorised
individuals.



2. Emergency Contact Information
* Parents/guardians must provide up-to-date emergency contacts.
* Any changes to contact details should be reported immediately.
3. Unusual Circumstances
* Parents/guardians will be notified promptly of any incidents, accidents, or
emergencies.
Communication
* Changes to drop-off or collection procedures will be communicated with
parents in advance.
Compliance
* Compliance with this policy is mandatory for all participants.

* Failure to follow procedures may result in a review of the child’s participation
in the group.

Dynamic Kids is committed to providing a safe, structured, and efficient process for
drop-off and collection. These procedures are in place to ensure the well-being of
children, staff, and parents and to maintain peace of mind for all families.
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