Procedure 1-54
CHILD & FAMILY DEVELOPMENT PROGRAMS

Arrival and Departure Procedure
ARRIVAL
1.
Attendance records must show the actual time children arrive.  The time must be recorded, and signed with a full signature each day by the parent/guardian or adult participant dropping off the enrolled child.   

2.
The person dropping off the enrolled child shall remain with the child until the child is accepted by staff.

3.
Children who arrive by bus will be signed in by the bus driver or designated staff with the time of arrival at the center recorded.

DEPARTURE
1.
Children will only be released from the center and off of the bus to the parent/guardian; or

The parent/guardian may designate in writing authorized persons to pick up their child from the center or from the bus. NOTE: This permission may be from Form 3-11, or must be in writing and will not be accepted by phone.  Head Start staff shall verify the identification of any person, through photo ID, who picks up a child.  Parent/guardian may be asked to present photo ID as staff gets acquainted with families or in the event of a substitute.  
2.
Attendance records must show the actual time children depart.  The time must be recorded, and signed daily by the parent/guardian or adult participant  picking up the enrolled child.   

3.
Children who depart by bus will be signed out by the bus driver or designated staff with the time of departure from the center recorded.
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