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Nursery Access Procedures

Arrival at Nursery
In the morning parents/carers should bring children to the main school door. 
At 8.50am a member of nursery staff will open the door and invite parents/carers to take their child into nursery. 
Prams and buggies should be left in the school foyer.

Parents/carers should help their child remove their coat/jacket and change their shoes then take them into the playroom to their group area. 
The child’s Key Worker will ask the parent/carer to sign their name to sign their child into nursery.

Parents should inform the Key Worker if they intend on collecting their child at midday instead of at the end of the nursery day.

Unless they have a buggy/pram to collect, parents/carers should leave through the nursery door in the playroom.
Latecomers also enter via the buzzer entry system at the main school door.
Collection of Children

Staff members check each sign in book for any changes to the named person for that day.  (All changes to the named person should be phoned in prior to the end of the session by the parent or guardian and noted on the sign in book by a member of staff.)

Children return to their groups, put their outdoor clothes on and are seated before collection.
Parents/carers should collect children from the external nursery door at 2.50pm to avoid congestion.

A staff member will open the nursery door and each child will be called to leave with their parent/carer. 
Procedures regarding unfamiliar adults collecting children from nursery

On arrival at nursery in the morning, the parent/carer should inform the appropriate member of staff if their child is being collected by an adult who is unfamiliar to the nursery staff.

At this point the nursery staff member will allocate a password to the parent/carer. (This should be a randomly selected word or phrase which the staff member should inform the rest of the nursery team about.) This password should then be passed on the unfamiliar adult who is collecting the child.

On arrival at the nursery the unfamiliar adult will be asked for the password by the member of staff at the main door. If the password is incorrect the child will remain with staff and their parent/carer will be contacted.
On the occasion that a parent/carer phones during the nursery session to inform staff of a change in the collection of their child and that the person collecting then will now be an unfamiliar adult, staff will allocate a password to the parent/carer which should be passed on to the unfamiliar adult prior to them collecting the child from nursery.
The member of staff speaking to the parent/carer will establish if the child is familiar to this adult in order to prepare the child for the change to adult collecting them and remind them just before collection time.
No one under the age of 16 can collect a child from nursery.
