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SISTEMA WAIKATO SIGN IN AND OUT REGISTER GUIDELINES 

Rationale 

Attendance/sign in sheets are essential to make it clear that Sistema Waikato accepts responsibility 

for the welfare of a child when they arrive at the programme. Attendance sheets help staff keep tabs 

on arrivals and departures, monitor attendance, and are required if there is an emergency or an 

evacuation of the premises is required. 

Purpose 

 To ensure that staff know at all times who is attending the programme.  

 To ensure that attendance records are accurate in the event of an emergency or evacuation.   

 To monitor attendance levels and alert families, Partner Schools, and other relevant 

agencies to any concerns. 

Guidelines 

 Clear records of attendance will be kept each day that the programme is operating. Attendance 

records indicate the arrival of the child to the programme, and the time at which the child left 

the programme. 

 Parents/caregivers/authorised people will sign their child in on arrival and when leaving the 

programme at the end of a session. Authorised people include staff from Partner Schools, 

Sistema Waikato staff and those people listed as authorised to pick up/drop off the child they 

are signing for. 

 Children may be signed in by a member of Sistema Waikato staff if they are coming straight from 

their classroom to the programme or if their parents are unable to come in during drop off.    

 Each child will put on their name badge as they arrive and will return their name badge to staff 

when they depart. 

 Parents are expected to inform staff if they will be dropping children off late or picking them up 

early. If the child’s group is not in the hall (for example, outside on the playground or in the 

Whanau Room), parents must make sure that staff are aware that their child has arrived/left. 

 In the event that a child is not collected from the Sistema Waikato programme at the end of a 

session, the following procedure should take place: 

1. Two staff members must remain on site until all children have been collected from 

the programme. 

2. In the event that a child is not collected, one staff member will remain with the child 

whilst parents are contacted by the Programme Manager or Programme Leader. 
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Should attempts to reach parents be unsuccessful, the child’s emergency contacts 

will be called. 

3. If there has been no contact with either parents or emergency contacts within one 

hour of the programme closing, the Programme Manager will contact the Principal 

of the Partner School in the first instance to clarify that no messages have been 

taken by the school. If the Partner School Principal is not available or can provide no 

further information, the Programme Manager will contact local police or CYFs. 

4. Parents must inform staff if a person who is not listed on the child’s enrolment form 

will be collecting the child. 

5. Staff will not release a child to a person who is not identified on the enrolment form.  

If an unauthorised person comes to collect the child, parents will be contacted for 

authorisation. 

 Programme attendance figures and the name of any child whose attendance is cause for 

concern will be forward to the Sistema Waikato Director and the principals of the Partner 

School each fortnight. 

 


