
Procedure 1-54
CHILD & FAMILY DEVELOPMENT PROGRAMS
Community Action Team

Child Arrival and Departure Procedure
ACTIVE SUPERVISION is used to ensure all children are safe at all times including arrival and departure. Staff and guardian/parent will support the safe arrival and departure of all children following the procedure below.
ARRIVAL
1. Guardian/parent will remain with child and actively supervise child in and outside the building until the child is accepted by the staff.  
2. Classroom doors remain closed during arrival. Guardian/parent will enter the classroom to sign the child in.  
3.
CP 2316 will be used daily to record the arrival time of the child as the child is accepted by the staff.  Guardian/parent will sign their own name and write in the time the child is accepted at the center.  A designated classroom staff person will verify the time of the child's arrival on the CP 2316. The staff person will use their initials to make this verification including late arrivals.  
4.
Children who arrive by bus will be signed in by the bus monitor or designated staff.  The staff person will use their initial or signature to make this verification. The staff person must initial or sign each line for each child that arrived on the bus and record the time of arrival.  Head count will be taken as children disembark from the bus following procedure 1-98.
5.
The bus monitor or designated staff will complete a visual check of the bus once all children have disembarked.  The bus driver will initial the statement that documents this action on CP 2317 and the bus monitor or designated staff will initial the statement that documents this action on CP 2318. 
DEPARTURE
1. Children will only be released from the center and off of the bus to the parent/guardian; or the parent/guardian may designate in writing authorized persons to pick up their child from the center or from the bus. NOTE: This permission may be from Form 3-11, or must be in writing and will not be accepted by phone.  Head Start staff shall verify the identification of any person, through photo ID, who picks up a child.  Parent/guardian may be asked to present photo ID as staff gets acquainted with families or in the event of a substitute.  
2. Classroom doors remain closed during departure. Guardian/parent will enter the classroom to sign the child out.  
3. Guardian/parent will remain with child and actively supervise child in and outside the building upon departure.
3. CP 2316 will be used to show the actual time children depart.  The time must be recorded, and signed daily by the parent/guardian or adult participant picking up the enrolled child.   The parent/guardian will sign using theirown name.  A designated classroom staff person will verify the time of the child's departure on the CP 2316. The staff person will use their initials to make this verification. This process includes early departures and will be in addition to the parent sign-in sheet.
4. Children who depart by bus will be signed out by the bus monitor or designated staff.  The staff person will use their signature or initial to make this verification. The staff person must initial or sign each line for each child that departed on the bus and record the time of departure.  CP 2316, CP 2317, and CP 2318 will be used following the procedure outlined in Procedure 1-98. 
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