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Arrivals and Departures Policy
It is our policy to give a warm welcome to each child on their arrival.
Children are collected from the gate at 8.45am, staff to assist with their belongings and parents/carers are welcomed to walk up with staff if their child requires extra reassurance.
Children are signed into the room on arrival by a member of staff. Staff will assist children with putting away coats/bags/lunch boxes. Any specific information provided by the parents should be recorded.
If the parent requests the child to be given medicine, consent procedure is followed.
If the child is not to be collected by the parent/carer at the end of the session, an agreed procedure must be followed to identify the nominated adult (usually on the collection list of child); a password for the nominated adult collecting and, if possible, ID shown to staff.
At the end of the session a child’s departure should be anticipated by the management team and all medicines should be recovered from the medicine box/fridge only when the parent/carer has arrived and should be handed to him/her personally.
No child should be handed over to anyone other than the known parent/carer unless an agreement has been made at the time of arrival, or prior arrangement has been made with the Manager. Children are signed out on the register once they have departed the premises by staff. 
Staff and students must sign in/out on the schools electronic arrivals/departures device.
[bookmark: _Hlk509915700]Staff will meet parents/carers from the gate at the end of the day to collect their children. 
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