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I Policy:

It is our policy that St. Joseph Academy staff are committed to maintaining a safe and healthy
environment for our children. As part of this commitment, teachers and support staff will follow
procedures for departure to ensure children’s safety and security.

1. Procedures:

A
B.
C.

The ECEC Receptionist will walkie talkie, announcing each parents arrival.

Parents will be greeted by name upon arrival to the classroom.

Teachers will ensure that children are signed out on the daily sign infout sheet and on Lillio
as they depart.

Teachers will be engaged with children and monitoring their play. Teachers will use zoning
to position themselves to be able to observe and anticipate behaviors and prevent harm.
As Teachers leave for the evening, they should prepare to transition their children to
another classroom, teachers should:

Verify the child(ren) has been signed out of the current classroom’s Sign In/Out
Sheet including time of transition and signed in on the receiving classroom’s Sign
In/Out Sheet including time of transition.

Communicate with staff any messages or documents that should be given to the
parent/guardian.

Check with classroom staff to see if they need anything before they leave.
Confirm with teachers who you are transitioning.

Group ratios will be met at all times and will be determined by the age of the
children present.

Ensure all the children assigned to your care have been properly signed out for the
day on the daily sign infout sheet.

Clean and sanitize any toys that have been mouthed or are obviously dirty.
Empty bleach and water bottles and let air dry.

Clean and sanitize tables and chairs. Stack the chairs in a corner of the room.
Organized shelves and learning centers to ensure they are prepared for the next
day.

Tie up garbage and sit outside classroom door.

Turn off the lights, and make sure your classroom door is locked.

Ensure all paper work that has been completed is placed in the appropriate
mailbox.

Turn the Daily Sign in/Out Sheet in to the receptionist.
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