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Drop off and collection
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The Evidence Academy is referred to as TEA throughout this document.
Agreed attendance arrangements
For ages 7 to 11, a responsible adult is expected to remain at the venue throughout the workshop and supervise their child, in line with the arrangements agreed with TEA.
Some venues offer a café or other waiting facilities. These may be used where the agreed supervision arrangements allow. Adults must remain attentive, available and able to provide any supervision or support their child needs.
Please contact Karina before booking if you would like to discuss alternative attendance arrangements.
Workshops for ages 12–16 normally allow drop-off, subject to availability and confirmation from TEA.
The supervision arrangement confirmed for your booking must be maintained throughout the session. Please obtain TEA’s agreement before changing it, including leaving a participant who was booked to attend with a supervising adult.
Arrival and handover
Please follow the arrival time and instructions provided for your session. All participants must report directly to Karina on arrival so their attendance can be recorded.
Participants must be brought by a responsible adult, unless independent arrival has been agreed as outlined below. Where drop-off has been confirmed, the adult must ensure Karina has accepted the participant into the session before leaving. Participants must not be left outside the venue or in a waiting area.
Participants aged 12 or over may arrive independently only with prior written permission from a parent/carer and agreement from TEA.
If a participant does not arrive
Please let Karina know as soon as possible if a participant will be absent or late.
Where a participant is expected to arrive independently but has not arrived by the agreed start time, Karina will attempt to contact their parent/carer promptly to establish their whereabouts. If they cannot be reached, Karina will try the emergency contacts provided.
If the participant’s whereabouts remain unknown or there is concern for their welfare, TEA will follow its safeguarding and missing-child procedures.
Collection and departure
Unless independent departure has been agreed, participants must be collected promptly at the advertised finish time by a parent/carer or another authorised adult.
Please provide the name of anyone authorised to collect your child before the session. Tell Karina about any changes as soon as possible; a message passed on solely through the participant is not sufficient.
The collecting adult must report directly to Karina so the participant’s departure can be recorded. Participants must remain with TEA until their collection has been confirmed.
Participants aged 12 or over may leave independently only with prior written permission from a parent/carer and agreement from TEA. They must tell Karina directly before leaving so their departure can be recorded.
Staying contactable
Where a participant attends without a supervising adult, their parent/carer must remain contactable throughout the workshop and provide current emergency contact details.
A parent/carer or another authorised adult must be available to collect the participant if they become unwell or need to leave the session early.
Please notify Karina promptly of any changes to your contact details.
Late collection
Please collect your child at the advertised finish time. If you are delayed, telephone Karina as soon as possible and provide an estimated arrival time.
If you cannot collect your child, please arrange for another authorised adult to do so and confirm the change directly with Karina.
A five-minute grace period applies after the advertised finish time. After this, a late-collection charge of £1 per minute applies, calculated from the end of the grace period until collection. TEA may waive charges in exceptional circumstances.
Participants awaiting collection will remain supervised. If collection is overdue without explanation, Karina will attempt to contact the parent/carer and then the emergency contacts provided.
If no parent/carer or emergency contact can be reached after 30 minutes, TEA will seek advice in accordance with its safeguarding and uncollected-child procedures. Action may be taken sooner if there is an immediate concern for the participant’s welfare.
Early departure
If a participant needs to leave before the advertised finish time, please let Karina know in advance wherever possible.
Participants with agreed permission to travel independently must tell Karina directly before leaving so their departure can be recorded.
All participants should help tidy their workspace and return any borrowed equipment before departure, where circumstances allow.
Where an adult is collecting, they must report directly to Karina so the participant’s departure can be recorded.
Changes to arrangements
Please tell Karina directly about any changes to the agreed arrival, supervision or collection arrangements as soon as possible.
Changes to the person collecting a participant must be confirmed by their parent/carer. TEA may request identification or verify the arrangement using the contact details held before releasing the participant.
If you wish to withdraw permission for independent arrival or departure, please notify TEA directly and ensure Karina has acknowledged the change.
Contact details
For questions about arrival or collection arrangements, please contact Karina.
Email: karina@theevidenceacademy.co.uk
Telephone: 0738 734 7314
For delays or changes on the day, please telephone rather than emailing or sending a social media message, as these may not be seen in time.
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