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Arrival & Departures Policy  

Arrivals (morning) 

All visitors (including parents and carers who are staying) must sign in the Visitors Book on 

entering the building and display their Visitor lanyard.  When leaving the building the time 

must be logged in the visitor’s book and the lanyard returned. Staff, students and volunteers 

must log their in/out times on the staff signing in sheet. 

• Children, parents/carers wait in the lobby outside until the keypad door is opened at 

8.50am by a member of management. 

• Children are signed in and the time noted. 

• Who is taking me home? book. If a child is not being collected by the parent or carer 

then the Leader must be informed and the person collecting must be logged in this 

book. If the collector is unknown to staff, then a Password must be used on collection 

of the child. Parents to be called if it’s not known that a child is being collected by 

someone other than the parent or they do not know the password.  

• Previous injury form. If a child has an accident before entering the setting this must 

be noted on a Previous Injury form. 

• Medication. If a child has taken any medication before entering the setting, please 

advise the child’s key person or the Leader. Any prescribed medication that needs to 

be given to a child whilst attending Treehouse must be given to a staff member and a 

Parental agreement to administer medicine form must be completed.  

• Any adult who is staying for settling in etc. will sign the Visitors book and display a 

visitor lanyard. 

NOTE-PARENTS/CARERS MUST NOT OPEN KEYPAD DOOR WHICH LEADS DIRECTLY INTO 

AND OUT OF THE SETTING, ONLY STAFF. 

• After parents/carers leave, the lobby door will be locked for the duration of the 

session and outside gates are locked and checked. 

• At the end of the session parents/carers will sign their children out with the time and 

leave by the lobby door. 

Arrivals (afternoon sessions – 11.50am) 

• Parents/carers and children coming in will sign their children in with the time and 

leave by the lobby door. 

• Lobby door will be locked. 
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Departures 

Morning session pickup (11.50am) & Lunchtime pick up (12.30pm) 

• Parents/carers will sign children out with time and leave by the lobby door. 

• Please see Lockdown Procedure  

 

Afternoon session pick up (3.00pm) 

• Parents will wait outside until the main door is unlocked by a member of 

management. 

• Parents/carers will sign children out with the time. 

• Children will be waiting in the large room. 

• Parents/carers and children will leave from the back door, out the garden gate and 

up to the main entrance of the school following the designated route.  


