
Security

Any Visitors must sign the Visitor’s Book which will record the name of the person, purpose of visit, arrival time and departure time.
Members of nursery staff are vigilant at the start and end of the day to ensure all children who are brought to the nursery by parents remain in nursery, and that they are correctly registered.
During each session all external doors to the nursery will be kept locked to ensure no one has unauthorised access into nursery.

In the event of an emergency
The Nursery has a landline and staff members have their own mobile phones which are kept in the Office and may be used in the event of an emergency. Staff may use these to raise the alarm to the office or Directors. Consideration must be given to the need to alert other members of staff and possibly the police or emergency services before any action is taken.

If an alarm was sounded in response to an accident or medical emergency then appropriate first aid and accident reporting procedures should be followed.

Strangers on-site

In the event that an unknown person attempts to access the nursery area the members of staff will collect all children into a safe area. One member of staff will contact the office who will send staff to approach the unknown person. If it is felt necessary the emergency procedure above will be followed.

Collection of Children 

We will do all in our power to look after and supervise children whilst in our care.  It is, however, essential that children be collected promptly after each session.

All parents must complete a registration form before their child starts at the organisation giving two/three emergency contact telephone numbers which must be kept up to date.

Parents must also complete the form regarding who is to collect the child each day and inform us if there is to be any change in advance. They should also let us know of their own password for any new people collecting their child. If an unknown person attempts to collect a child, the parents/carers are to be contacted to ensure that they are aware of the situation and give permission for their child to be collected by that person.
Updating information on the registration form:

It is essential that important information on the registration form be kept up to date. 

Parents must inform the nursery in writing immediately of any important changes to:-

· domestic arrangements which could affect collection of the child e.g. a court order in respect of the residence of the child or who the child is able to have contact with. 

· parental responsibility agreement 

· home/ work telephone numbers

These details need to be amended on the registration form. 

End of Nursery Sessions
At the end a session all children will be collected from the nursery main entrance so that staff can ensure the children leave with the correct adult or parent.

It is essential that children be collected promptly after each session. In the unlikely event that a parent is more than 15 minutes late, all contact telephone numbers will be tried the member of staff will contact the Nursery Manager who may arrange for the child to be minded while awaiting the parents arrival. If a child has not been collected 60 minutes after the stated collection time and it has not been possible to contact the parents/ carers the DSL will contact MASH/ChADS.
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