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Realising Children's
Potential




Registration Procedure
Please read in conjunction with our outbreak policy
Please read in conjunction with the admissions policy.
Aim:

· To keep an effective register of the children, staff, volunteers and student attendance on a sessional basis.

Information:

· All registers and admission details are kept in the office.

· The children’s names, addresses, phone numbers and date of birth are kept in individual signing in/out forms along with their admissions file.
· Staff, volunteer and committee members’ addresses and contact numbers are kept in the office.

Registration:

a) Children

· The children’s attendance is recorded on individual signing in/out forms.

· It is the Managers/Deputy’s role to complete the forms on a daily basis.
· Sessions start at 9.05 where staff sign the children in and state the time of their arrival

· The morning session ends at 12.05 and staff sign the children out with the time of their departure.

· Children who stay for lunch club are collected at 1.05 pm and again staff must sign the children out.

· The children “self register” themselves by putting their photo name cards on the register board in the playrooms.

b) Staff

· Staff sign themselves in and out, marking the time they arrive and depart and place their photo name card on the wall
c) Visitors

· Staff sign Visitors in and out using the Visitors Book that is kept on the office desk. They must state the visitors the date and time of visit, their role and/or purpose of visit.  Staff will check visitor identification.
Roles:
It is the Manager/Deputy’s role to:

· Maintain the signing in forms for both children and staff.

· Ensure that all admission forms are completed, updated and held on file.

· To ensure that all visitors are signed in and to check their identity as well as ensuring that they have a valid reason for visiting the Group.

· To take the signing in/out forms, visitor’s book and any emergency medication with them if they must evacuate the building in an emergency such as a fire.

· To ensure parents notify the Group of any changes to their address, telephone numbers and/or emergency contact numbers, TOG will send out a data collection form, periodically.
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