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Extra-curricular Activity Safeguarding Policy
Rationale

Woodheys Primary School offers activities for children to extend their learning out of school hours. It is the vision of the school that children involved in out of hours learning will be safe and secure, able to take full advantage of the opportunities available to them. In order for this to be achieved, the following process must be operated at all times and shared with any new coaches that begin to work in the school. 

Process for Staff and Coaches
Process before block commences:

· Deadline for extra-curricular activity responses to be clearly communicated to parents and carers before block begins

· Applications are processed after deadline, a register created for each activity, any activities that do not have sufficient responses will be cancelled and parents / carers advised

· Any applications received after the deadline to be brought direct to Mr Earl

· Timetable for activities generated and shared with school community

· Registers held in the office, copy kept by Mr Earl

· Copy of registers passed to class teachers 

Process during block of activities:

· If a club is to be cancelled, decision to be made before lunchtime on the day and communicated to parents and carers

· Instructor will collect register from the central collection on arrival

· Key Stage 1 children to be collected from their classroom at 3.20pm by the instructor

· If the instructor is teaching, children to be kept with class teacher until they are collected

· Key Stage 2 children to meet their instructor in a designated location

· If any children are missing from the club register, class register to be checked for absence from school

· If child is present in school but has not attended club, missing child policy to be followed

· KS1 children will remain in a group with a member of staff until the activity commences

Process for day of activity:

· All staff responsible for changing their own children

· All belongings to be taken to a central area

· Remind children not to return to classrooms

· Children to go home in their sports kit

· Children must inform the instructor their parent / carer has arrived before leaving

· All children to be collected from where the activity takes place

· In the event of an adult arriving late, children must stay with the organiser

· If a child is expecting to be collected from the front of the school and is not, they must return inside the school building and inform the office or a responsible adult

· Out of ours carers operating at school must under no circumstances take children under their supervision without notifying the office to check if this is appropriate
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