Appendix ED-AA2
Arrival and Departure Plan Example
Classroom Name: _______________ School Year: _____________________
Arrival
· Parents will line up on the sidewalk of the building outside the gate.
· The children will be received at the gate by the Head Teacher. The parents and children will gradually move in line until they reach the Head Teacher at the gate. 
· The Head Teacher will take the sign-in clipboard starting at 9:25am. The Assistant Teacher will stand outside the classroom door.
· Once the child is signed in, the Paraprofessional will help transition the child to the Assistant Teacher.
NO PARENT IS PERMITTED TO ENTER THE SCHOOL WITH THEIR CHILD FOR ANY REASON. PARENTS MUST DROP OFF, SIGN IN AND LEAVE THE SCHOOL PREMISES AS QUICKLY AS POSSIBLE.
· Head Teacher MUST COUNT THE CLIPBOARD FOR NUMBER AND COMPLETE A FACE COUNT of every child as they are standing on the sidewalk prior to entering the classroom. Assistant Teacher and Paraprofessional are completing a count as well. All staff members count MUST match.
· All students will follow Assistant Teacher into the classroom with the Paraprofessional in the middle of the line and Head Teacher will be at the end of the line following students into the classroom.
· Upon entering the classroom, Head Teacher MUST COUNT EACH CHILD ON THE CLIPBOARD FOR NUMBER AND COMPLETE A FACE COUNT.
· The children will follow the classroom routine:
· Place backpack and/or coat on hook, place folder in designated mailbox, move name from home to school, line up at the sink to wash hands, sit at designated table for breakfast
· Head Teacher will take attendance on the Active Supervision Board. Head Teacher and Assistant Teacher will take their designated tags and place on self.
· By 10:15am, Attendance and Breakfast Count will be completed in ChildPlus by either Head Teacher or Assistant Teacher.
· If an adult is bringing a child in later than arrival time, they would press the button on the intercom and let the classroom staff know they are at the gate. A staff member will walk down to meet the family. Student will be signed in on the clipboard. When entering the classroom, the Active Supervision Board is adjusted and the students tag is given to primary caregiver. 


Departure
· All students will be sitting in circle time until their designated name is called for dismissal. Students will move their name from school to home, get backpack/coat on as Head Teacher calls them and then they will line up on red tape (approx.. 2:25pm).
· Head Teacher will COUNT EACH CHILS ON THE CLIPBOARD AND COMPLETE A FACE COUNT prior to departure from the classroom. Assistant Teacher and Paraprofessional will do a count as well. All teachers count must match.
· Head Teacher will lead the students out of the room and down the sidewalk, QUIETLY. Assistant Teacher will be in the back of the line, while the paraprofessional will walk in the middle of the line. 
· All teachers will COUNT the students once they are standing outside the building.
· Assistant Teacher and Paraprofessional will interact with students while waiting to be dismissed to their family (mighty minutes, songs, etc.).
· Parent/Guardian will line up on the sidewalk and the Head Teacher will give the clipboard to designated pick up person who will sign the student out and provide valid ID that matches the child release form.
· Once ID is checked and the child is signed out, the Head Teacher will call the students name out to the teachers standing in line. The Paraprofessional will help transition the student to the Head Teacher. The designated pick up person will take their child and leave the school premise as quickly as possible. 
· IDs will be checked of families before releasing their child to them. IF someone other than the parent picks up, the Emergency Releases Forms will be checked along with ID prior to releasing the child to them.
· In the event someone not on the release shows up to pick up a student or does not have the necessary ID, the parent/guardian will be contacted via telephone. The child remains inside the gate with the Assistant Teacher and Paraprofessional. The teacher will tell this person they are to stand off to the side, so that the phone call can be made to the family member. If the teachers need assistance in this matter, they will notify the Family Service Worker.
· If a student is NOT picked up by departure time (no later than 2:35pm), the child will be returned to the classroom with teachers and the parent/guardian will be notified. The teachers will reach out to the Family Service Worker if they need assistance in contacting the family.
· Two staff members will stay with the student(s) until they are picked up and notify the supervisor of the situation. 
· If parent/guardian choose to pick up their child earlier in the day or if they are running late, families should notify the Head Teacher by calling the classroom. 
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