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Your Sport
Sign-In and Sign-Out Policy & Procedure
Effective Date: July 2025
Next Review: July 2026

Purpose
This policy ensures the safe and secure arrival and collection of all children attending Your Sport’s multi-activity camps. It outlines our clear procedures to ensure every child is accounted for and only released to authorised adults.

Camp Hours
🕙 Camp Day: 10:00am – 2:00pm
🚪 Gates Open for Drop-Off: 9:50am
🚪 Gates Open for Collection: 1:55pm

Sign-In Procedure (Morning Drop-Off)
· All children must be signed in by a parent/carer at the registration area using a paper register.
· A member of staff will check children in and ensure a smooth, welcoming start to the day.
· After paper registration, details will be transferred to our internal digital attendance system.
· Any late arrivals must still be signed in by a parent/carer and reported to the Camp Leader.

Sign-Out Procedure (Afternoon Pick-Up)
· At 2:00pm, all children will be released from the front gate area under the supervision of staff.
· A paper sign-out register will be used, and children will be signed out by their parent/carer.
· Coaches will be on hand to manage the process and ensure children go home safely.
· Digital attendance records will be updated after the session.

Safety & Collection Rules
· Children will only be released to adults named on their authorised collection list.
· If a different adult is collecting, parents must notify us in writing or by phone.
· Staff may request photo ID if someone is not recognised.
· If a child is not collected by 2:15pm, staff will begin our late collection procedure, which may include contacting emergency numbers.

Contact Information
📞 Camp Phone: [Insert Camp Number]
📧 Email: [Insert Camp Email Address]
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