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                   Arrival & Departure Policy          

Policy statement 

 

Children’s safety is Cross Hayes Pre-School’s highest priority, both on and off the premises. Every attempt is 

made, through the implementation Arrival and Departure policy, to ensure the security of children is maintained at 

all times.  

 

Procedures on Arrival 

 

 The door to the pre-school will not be opened before 9:15am. 

 Children should not be left unaccompanied before the start of the session. 

 Children are signed in by a staff member on arrival. 

 Please provide any information that the staff may need to care for your child in the form of a written note.   

 Please provide, in writing, the name of any person who will be picking up your child if it is different from usual.   

 Children should hang up their coats on their named coat pegs. 

 One member of staff will open the door and remain at the door until 9.30am, when the door will be locked. All 

other members of staff will be on duty to greet children and adults in the main room. 

 All staff are responsible for ensuring that the premises are safe, but one member of staff will make sure that 

the main door and fire exit door are secure.  

 The total number of children and adults in attendance will be recorded in the register. 

 The registers will be kept in the folder by the main door, which is easily accessible in case of an emergency 

exit. 

 

Procedures on Departure 

 

 The door to pre-school will remain locked until the end of the session. 

 No child will be allowed to leave the premises unless accompanied by a responsible and authorised adult. 

(Over 16) 

 If children leave the setting early they must be marked as left in the register. 

 At the end of the session children will wait in the main room to be collected. 
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 Parents/guardians will collect the children from the main room and ensure that they take home the contents of 

their child’s bag and any other personal belongings of theirs.  

 A staff member will sign the children out on their departure. 

 Whenever a person other than the parent/guardian picks up the child, Cross Hayes will require a written note 

or a phone call from the child’s parent/carer, stating who will be collecting the child and a password will be 

agreed. This information will be filed and kept confidential. 

 The identity of people not known to us must be checked before handing over any child. 

 Please inform the person picking up your child to have a record of the password. Where there is any doubt the 

collector should be invited to remain in the group whilst their credentials are checked. 

 Members of staff must ensure that the child does not become concerned or upset nor should the collector be 

made to feel embarrassed by the situation. 

 If you have established an ongoing policy of someone other than yourself picking up the child and this is in 

writing on the emergency file form, our staff would not need a written note each time. 

 The safety of the child is of paramount importance and anyone entrusted with the care of the child will 

appreciate our vigilance if handled in an appropriate way. 

 Cross Hayes will not allow any child to leave with anyone deemed to be unfit to be responsible for a child, to 

include being under the influence of alcohol or drugs. If this situation occurs, the child will remain in the care of 

the preschool. The preschool will contact the child’s emergency contact (from their registration form). Until 

suitable arrangements can be made for the child to be collected by a responsible parent/carer, the child will 

remain with the preschool, without causing distress to the child, and if after 30 minutes, the situation cannot be 

resolved, Cross Hayes will notify Ofsted and Social Services and follow the ‘uncollected child’ policy. 

 A member of staff will open the main entrance door and stay on the door until all parents/carers and children 

have vacated the building. Once your child has been collected it is the responsibility of the parent/ carer to 

ensure the child leaves the setting safely. 

 When all the children have been collected all doors must be secured. 

 Members of staff should be ready to share with parents, information about what the children have been doing.  

 

This policy was adopted at a meeting of  (name of provider) 

Latest review  (date) 

Date to be reviewed  (date) 

Signed on behalf of the provider  

Name of signatory  

Role of signatory (e.g. chair, director or owner)  
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Further Preschool guidance  

 

 Cross Hayes ‘Uncollected Child’ Policy and Procedure 


