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EYFS ARRIVAL AND DEPARTURE POLICY  

  

In the EYFS we have our own arrival and departure procedure.   
  

Arrival procedure:  
  

Children can arrive from 8am, EYFS children are to go to the EYFS classroom to play with an 
EYFS member of staff and KS1 and KS2 children are to go straight up to the gym to meet the 
Coach. Children are taken to their classrooms at 8.20am where the class teachers are present. 
When children arrive into the Pre-Nursery and Nursery classroom parents sign their child in. 
The Reception children do not get signed. However, the children self-register and then an 
online register is taken during Tefillah. A register is also taken as a school procedure for Pre-
Nursery and Nursery children.  
  

Departure Procedure:  
  

If anyone other than the child’s parent or nanny collects the child from school, we expect 
parents to inform us by writing down the child’s name, the name of the person collecting them 
and their signature on a form, which is kept by the door of the Pre-Nursery and Nursery 
classrooms. 
  

Children are not allowed to leave the classroom with older siblings in the school; we have to 
see an adult present in order to release the child.  
  

Parents may phone or email the school office during the day to inform them of changes in 
collection.  
  

We have a ‘late room’ for children who have older siblings in the school. All EYFS children 
not collected by 3.45pm will be taken to the late room opposite Nursery to wait with 2 
teachers on a rota basis. A late room register will be taken and marked off when the children 
leave.  

  

  

Non-collection of child procedure:  
  

Please refer to the Procedure called: Non Collection of Children Policy for the whole school 
including EYFS and the flow chart at the back of the policy. If the child is not collected after 
an after school club, please refer to the After School Care Policy.  
  



 


