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ARRIVAL AND DEPARTURE SAFETY POLICY 
Redundant Systems of Supervision  

Arrival and Departure in Center Based Head Start: Redundant Systems of Supervision

The safe supervision and transition of all children into and from a Head Start site requires systematic and ridged implementation of established policies and procedures. Procedures are designed to be redundant in order to prevent failure or breakdown that could compromise the safety of the children. 

Arrival and Departure Plans

Arrival and departure plans will be created for each classroom in conjunction with the program manager. Arrival and Departure Plan Example (Appendix ED-AA2) can be used as a guide for teachers.  These plans should be displayed in the classroom and on the attendance clipboard. Head Teachers are responsible for sharing the information with the families for proper drop-off and pick up procedures. Each classroom staff will sign the Arrival/Departure Supervision Plan Acknowledgement form (Appendix ED-AA1) stating that they are aware and have received the specific arrival and departure plan for the classroom they are working in. Program Managers are responsible for collecting the signed acknowledgement forms and placing them on the J drive under Service Areas – Education – Arrival and Departure Folder. Plans will be revised as needed by the Program Manager and the Head Teacher. 

Classroom staff will utilize the Arrival and Departure Face Check (Appendix ED-AA3) to comply with our Active Supervision Policy (HS-02-102). 

Arrival and Departure Procedures

There will be designated doors for arrival and departure at all sites. Children MUST enter the building at designated entrances and the adult dropping off must sign the child in daily using Classroom Sign-in and Sign out Log (ED-D5).

At departure, adults picking up must be listed on a child’s release form and identified by a staff member through either face recognition or by verifying with acceptable forms of ID as listed in the Child and Pregnant Mothers Release Policy (ED-03-104). After the adult has been identified, they must sign the child out before the child will be released.
*   An adult is defined as anyone at least 16 years of age  

Adults who are dropping off or picking up the children need to park in designated spaces, shut their vehicle off, and walk the child to the designated door. At locations where vehicles join a drop off and pick up line, parents will be prompt and courteous to others during this time.

Late Pick up:
If a parent is not at the site within fifteen minutes after their dismissal time, and the staff have not heard from the parent, the teacher will contact the parent. If the teacher is unable to reach the parent, they will contact people on the Child Release and Emergency Treatment Form (Appendix ED-D1) or Child Release and Emergency Treatment Form – Child Care (Appendix ED-D2). 

One hour after dismissal, if staff is still unable to reach a parent or someone on the emergency/authorized contact list to pick up the child, the appropriate authorities will be contacted (local police and/ Children and Youth).

The teaching staff will notify their Program Manager/Director and Family Service Worker if the team is unable to reach anyone on the contact release form or if the child is not picked up at dismissal. The teacher must document this event and all communication with the family in ChildPlus under the Education Information tab.

Late dismissal is defined as picking a child up after the dismissal time. After the 3rd late pick up, the Family Services staff will set up a family meeting to address the issue and problem solve with parents and develop a plan for on time pick up. If late pickups are still an issue after the plan is implemented, family service staff and program managers will review more suitable program options. If appropriate, the family will be transitioned into another program option. Staff will make every effort to help the family make a smooth transition. 

	Armstrong County – Ford City Location ONLY
Adults may park in front of the building on 6th Avenue, on 10th Street, or in the lot adjacent to 10th Street spaces permitting. Adults may not park in the alley unless handicap accommodation is needed. If necessary, the family must discuss with program managers.

Families must discuss with classroom teachers, family service workers, and/or program managers regarding which door would be their designated door depending on the program(s) they have children enrolled in.

Families are responsible for signing student(s) in and out daily. Classroom staff will follow departure protocol as listed above.

 Butler County – Bon Aire Location ONLY
Adults may park in the assigned Parent/Guardian Drop off spots on the same side of the driveway of the school to ensure that no children are crossing traffic if not necessary. Adults may not park in front of the Maintenance Shed, sidewalks, fire line, staff parking spaces, or handicap parking spaces unless they are disabled and have their permits displayed. 

If special assistance or accommodations are needed, the family must discuss their needs with classroom teachers, family service workers, and/or Site Director. 

Families are responsible for signing student(s) in and out daily. Classroom staff will follow departure protocol as listed above. 

	
[bookmark: _Hlk178854745]Daily Health Checks

Daily health checks on children are an important part of welcoming children into our program each day. The daily health check helps establish each child’s baseline health status, so it is easier to know when a child is ill and should stay home. This practice reduces the risk of spreading infectious diseases. 

Teaching staff will do the daily health check on the child at arrival while the parents sign the child in using the Classroom Sign-in and Out Log (ED-D5). This can be done by asking the students, “How are you feeling/doing today?” or inquiring about band-aids or wraps covering an area. The teaching staff will then place their initials in the AM column of ED-D5 if the check was completed and the child was in good health. If there are concerns (visible bumps, bruising, cuts, runny nose, etc.) during the health check, the teaching staff would indicate that by placing an * in the column. They would then notify the parent of the concern. The concern, parent contact, and information given will be documented in ChildPlus under Education Notes. 

If during the day, an injury occurs, the teaching staff will complete Child Injury Report (HS-P1) and follow the process outlined in Reporting Child Injury Policy (HS-02-116). The teaching staff will place an * in the PM column and document this in ChildPlus under Education Notes. Prior to departure, teaching staff will complete another health check and place their initials in the PM column if there is not a concern. If the teaching staff have a concern, they will indicate by placing an * in the PM column, notify the parents, and document information in ChildPlus under Education Notes. 

