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The best interests of the child must be a top priority in all decisions and actions that affect children





Arrivals & Departures
Children's Activity C
Admissions
It is the responsibility of the Manager to ensure that an accurate record is kept of all children in the setting, and that any arrival or departure to and from the premises is recorded in the register. The register will be kept in an accessible location on the premises at all times. This process will be supplemented by regular head counts during the day.
Records of daily registers should be kept by the setting for at least 3 years. 
Arrivals
On arrival, a member of staff will immediately record the child’s attendance in the daily register.
If the parent/carer wants their child to be given medicine during the day by a member of staff, they must complete and sign the Administering Medication Form. 
Departures / Hand over to school
As breakfast club is prior to the start of the school day, children will not be collected by parent/carer(s), they will instead be handed over from TASC staff to school staff. Due to different start times, children will be handed over between staff at the following times;
ELC children – 8.50am or 9.15am depending on the registered drop off time between parents and school. This time will be clarified by the parents to the Manager upon registering to ensure that children are dropped off at the correct time. 
Primary children – 8.50am – children will be taken out into the primary playground by a member of staff and handed over to school staff. This will ensure that there is clear protocol on who is responsible for what children. 
The register will be marked to show clear who the child has been handed over to (relevant school staff).
Absences 
If a child is going to be absent from a session, parents must indicate this to the setting in advance, preferably no later than 5pm the day before, unless it is sudden illness then before 8am on the day, otherwise the full fee will be payable. 
If a child is absent without explanation, staff will contact the parents/carers to try to ascertain the reasons behind this.
Regular absences from the setting could be an early sign and/or symptom that a child or family may be encountering some difficulties and might need support from the relevant statutory agencies. The setting and its staff will always try to discover the causes of prolonged and unexplained absences.
If 3 absences occur in a row without notice or valid reason e.g. illness, other absence or appointment, then discussions will be held with the parent/carer whether or not the session should be cancelled and made available to other children/families. 
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