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	                                   ARRIVAL AND DEPARTURE POLICY


                Early Years Foundation Stage key themes and commitments

	A Unique Child
	Positive Relationships
	Enabling Environment
	Learning and Development

	1.3 Keeping Safe

	2.2 Parents as Partners
	
	


	POLICY STATEMENT

The Daycare has a system for registering children’s attendance on a daily basis, showing days and hours of attendance. The adults dropping off are required to make themselves known to the staff member opening the door before leaving the child.  Adults collecting children on the door if not recognised by staff must give their name and password or the adult with responsibility will be contacted for confirmation. In the case of children taken to school by Daycare staff, the staff taking children to school will sign the children out of the Daycare and sign them in when they collect them from school.
There will be 2 staff members on the door at all times when children are being dropped off and collected.
 Visitors to the setting are required to sign the visitor’s book on arrival and departure, they are also asked to read the “safeguarding information for visitors” displayed in the reception area on the display board. 


	PROCEDURES AND PRACTICES
The signing in register is in the reception area of Octopus Children’s Daycare
Arrivals

On arrival the adult bringing a child into the Daycare will need to:

· Make themselves known to the staff member on the door before leaving their child.
· Ensure any relevant information is passed onto the staff member on the door, a private room is available on request for more personal matters.
Senior staff members will man the door or will be supported by a Team Leader to ensure there are two staff members at the door at all times, this is to ensure children are not able to go out of the door without the adult who has dropped off or is collecting them. After 10 minutes of the dropping off time the door of Daycare will be closed and children will be counted to ensure numbers tally with that on the register. The registers are kept in an easily accessible place in case of an emergency.

If a child is dropped off or collected part way through the session the dropping off/collecting adult will need to use the intercom located by the main door located by the entrance of the building.  The register will be updated to state the child is no longer in the care of Octopus Children’s Daycare. It is the responsibility of the Team Leader to ensure this is done and to change numbers of children on the board.

Departures 
On departure the collecting adult will need to: 

· Make themselves known to the staff member on the door who will then complete the time the child was collected.
A senior staff member will man the door and will be supported by a Team leader to ensure there are two staff members at the door at all times, this is to ensure children leave with the correct collecting adult, and no child leaves without an adult.

Parents/carers are required to provide the Daycare with a list of collecting adults, along with a password. The collecting adult will be asked for their name and  password and checked against our records.  
If the collecting adult:

· Is not known by the Daycare staff, not on the collecting persons list, and does not know the password the parent/carer with parental responsibility will be contacted immediately. The child is unable to leave until it is confirmed by the person with parental responsibility they are able to do so. The person with parental responsibility will need to add the person to the collecting persons list at the earliest possible opportunity.
· If two adults arrive to collect the same child then the adult with parental responsibility will be responsible for collecting the child.
· If two conflicting adults arrive to collect the same child and neither has parental responsibility a parent with parental responsibility will be contacted for collection of the child. 
· If conflicting adults are not able to resolve issues and become abusive or aggressive either towards each other, other visitors or staff then Octopus Children’s Daycare will ask them to leave the premises and/or call for police assistance.   
· Appears to be under the influence of alcohol or drugs, they will not be able to collect the child. Another adult on the child’s registration form or collecting form will be contacted and asked to collect the child. The police will be called if the unfit collecting adult continues to try to take the child away from the Daycare or becomes aggressive. 
· If the collecting adult becomes aggressive towards the child or a staff member they will be asked to leave the premises, the child will remain in our care until another adult from the child’s collecting list is contacted.
· If the staff feels the child may be at risk of harm the collecting list will be referred to for collection of the child as soon as possible. 
The record of collecting people will be updated on a termly basis, with parents/carers reminded of the need to inform the Daycare of change of details as they happen.

The record of collecting people is kept in the kitchen area and also in the office. 
Visitors 
All visitors will need to complete the visitor’s book log in the reception area. This book includes:
· Date and time the visitor entered and left the building
· Name 

· Company they are from (if any)

· Who they have come to see

· Car registration (if applicable)
· Code of conduct

· Visitors will be asked to read the “safeguarding information for visitors” on display in the reception area.
The Daycare has a key coded door. The code will not be known by visitors, only staff, students on bonafide college courses and appropriately checked volunteers are able to have knowledge of the code. Codes are changed on a regular basis. All volunteers and students are required to wear suitable clothing. Staff will wear named uniform. All staff in Octopus Children’s Daycare will be aware of the whereabouts of other people within the building and of other users or strangers on the premises. Staff will challenge any persons they are unsure of. 

It will be highlighted to all visitors, volunteers and students when they sign the visitors book they are also signing an agreement that they have read and understood:

· Actions in case of a fire

· They have DBS clearance

· They are not to use mobile phones in the building
· The safeguarding policy

· Students, volunteers and visitors WILL NOT have unsupervised access to the children at any time.



	In exceptional circumstances Octopus Children’s Daycare may need to stagger the arrival and departure of children. Parents will be notified as soon as possible with an explanation as to why changes have been implemented. Octopus Children’s Daycare will endeavour to work with parents for a mutual temporary change.
    


	Other policies to read in conjunction with this policy 

· Octopus Children Centre Policies and Procedures

· Octopus Children’s Daycare Safeguarding Children Policy
· Octopus Children’s Daycare Health and Safety Policy

· Octopus Children’s Daycare Induction Policy
· Octopus Children’s Daycare General Data Protection Regulation Policy
· Octopus Children’s Daycare Coronavirus Risk Assessment  



	This policy was adopted at a meeting of Octopus Children’s Daycare Management Committee 



	Signed by the Chairperson on behalf of the Management Committee



	Date of signature



	This Policy will be reviewed in November 2024



                         Octopus Children’s Daycare                  �                                          








