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Reaching together with the Fruit of the
Spirit (Galatians 5:22-23)

Early Year's Arrvival and
Cellection Policy




Approval of the Governing Body

This document is a statement of the aims, principles, and strategies for:
Arrival and Collection Policy
At

Ivington C.E. (VA) Primary and Pre-school.

It was revised during the:
Summer Term 2024

It has been agreed and is supported by the teaching staff and the governing body.

We aim to review this policy during the:

Summer Term 2027
Or sooner if necessary.
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Linking with our Vision — Reaching together with Love, Joy and Peace
(Galatians 5:22-23)

To provide a caring, Christian ethos for the school, which inspires and excites
a shared enthusiasm for life and learning.

At lvington CE Primary and Pre-school, through our strong Christian ethos and focus
on nine important Christian values, we are committed to providing a deeply
nourishing, spiritual, ambitious, and broad curriculum.

Our motto, ‘Reaching together’ underpins our belief in equality of opportunity for all,
where we actively endeavour to promote understanding and appreciation of our
diverse society and give each child a special place in the world where they feel
valued, essential to our community and equipped with the necessary skills to make a
positive contribution.

We perceive our role to be opening a ‘Window on the World’, through which our
pupils are actively encouraged to develop respect for the beliefs and cultures which
enrich their everyday lives and encourage others to do likewise.

We strive to eliminate inequality through our deep Christian ethos of respect and
understanding of all groups in society, which ensures that everyone at lvington will
be treated fairly despite his or her creed, colour, disability, or gender.

More details are available in our Inclusion, Racial Equality and Equal Opportunities
policies.

The health, safety, and welfare of all the people who work or learn at our school are
therefore of fundamental importance. We aim to provide a safe, secure, and pleasant
working environment for everyone. The governing body, along with the LA, takes
responsibility for protecting the health, safety and welfare of all children and
members of staff.




Arrival and Collections Policy
EYFS: 3.7, 3.63

At lvington Pre-school we give a warm welcome and goodbye to every child and
family on their arrival and departure, as well as ensuring the safety of children,
parent/carers, visitors, employees, volunteers, and students.

The staff member receiving the child immediately records his/her arrival in the daily
attendance register. The staff member also records any specific information provided
by the parents, including the child’s interests, experiences, and observations from
home.

If the parent requests the child is given medicine during the day the staff member
must ensure that the medication procedure is followed.

If the child is to be collected by someone who is not the parent at the end of the
session, there is an agreed procedure that must be followed to identify the
designated person. Photo identification and a password are also required where
possible for the designated adult. Parents are informed about these arrangements
and reminded about them regularly. Other than the parent/s or legal guardian of the
child, we do not allow anyone under the age of 18 to collect. If anyone under the age
of 18 arrives to collect a child, the parent/carer will be contacted.

The child’s key person or other nominated staff member must plan the departure of
the child. This should include opportunities to discuss the child’s day with the parent
in addition to what may already be shared via electronic systems, e.g. meals, sleep
time, activities, interests, progress and friendships. The parent should be told about
any accidents or incidents and the appropriate records must be signed by the parent
before departure. Where applicable, all medicines should be recovered from the
medicine cupboard/fridge after the parent has arrived and handed to him/her
personally. The medication policy is to be followed regarding parental signature.

The nursery will not release a child to anyone other than the known parent unless an
agreement has been made at the time of arrival. In the case of any emergency such
as a parent being delayed and arranging for a designated adult to collect a child, the
parent should inform the designated person of the agreed procedure and contact the
nursery about the arrangements as soon as possible. If in any doubt the nursery will
check the person’s identity by ringing the child’s parent or their emergency contact
number (please refer to the late collection policy and fee’s).

On departure, the staff member releasing the child must mark the child register
immediately marked to show that the child has left the premises.

In the unlikely event that someone gains unauthorised access to the premises and if
it feels safe to do so, a member of staff will ask the person what the purpose of their
visit is. If needed our lockdown procedure will be initiated by staff and the police will
be called. (Refer to lockdown procedure). In any cases where someone has gained




unauthorised access to the premises, we will revisit our arrivals and departures
procedures and risk assessment.

Adults arriving under the influence of alcohol or drugs, please refer to the alcohol
and substance misuse policy.

Arrivals and departures of visitors

For arrivals and departures of visitors the Pre-school requires appropriate records to
be completed on entry and exit e.g. in the visitors’ book. Please refer to the
supervision of visitors’ policy for further information.

Staff, Students and Volunteers

Staff, students, and volunteers are responsible for ensuring they sign themselves in
and out of the building, including on breaks and lunchtimes.




