
  

 

Drop-off and pick-up procedure 

____________________________________________________________  
 

Arrival  
A table with the sign in sheets is located at the entry to the kindergarten. In order to maintain our duty of 

care and in the case of an emergency could you please ensure you sign your child in at the beginning of 

each session and sign your child out at the end of their session by initialling in the box next to your child’s 

name on the appropriate day 

If you are late in dropping off your child or picking your child up early for some reason please also note the 

time in the box and initial. Thank you 

Departure 
It is important that parents are prompt when collecting their children. Some children get quite concerned if 

their parents are late. Children will be gathered on the mat ready to go home. They will be asked to put 

their hand up when they see the person who is picking them up. 

The teachers will farewell each child in turn rather than having them all rush out at once. In general, 

children are brought and collected by their own parents. 

When this is not the case, notify us of the alternative arrangement and write up on the white board in the 

mat room, so that we know it is safe to send your child with them. 


