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Arrival and Departure Policy
Purpose

The purpose of this policy is to ensure the safe, secure, and well-organised arrival and departure of all children attending the nursery. It aims to safeguard children, staff, parents, and visitors always.
Scope

This policy applies to all children, parents/carers, staff, students, and visitors to the nursery.

Arrival Procedures

· The nursery is open from 8.45am to 2.45pm.

· Parents/carers are requested to arrive on time to support children in settling calmly.

· On arrival, parents/carers must:

· Sign their child at their designated group base.

· Ensure their child is handed directly to a member of staff.

· Children should not be left unattended at any time.

· Any relevant information (e.g. child’s health, medication, changes at home) should be shared with staff on arrival.
· Doors and gates are securely closed at 9.05am.

Late Arrivals

· Parents/carers who arrive late must inform the nursery as soon as possible.

· Late arrivals may disrupt routines and learning opportunities.

· If you are late you will need to report to the school main office where they will notify nursery staff, you are there and staff can let you into the nursery building to sign your child into nursery safely. 


Departure Procedures
· Parents/carers must collect their child promptly at the agreed time.

On collection:

· Children will only be released to authorised adults listed on the child’s registration form.

· The child’s password may be requested if the adult is unfamiliar to staff.

· Parents/carers must sign their child out before leaving the premises.

· Staff will share relevant information about the child’s day where appropriate.

Late Collection

If a child is not collected after 15mins from collection time:

· Staff will attempt to contact the parents/carers immediately.

· If parents/carers cannot be reached, emergency contacts will be contacted.

· Persistent late collections may result in a formal meeting with management.

Unauthorised or Unknown Collectors

· Children will not be released to anyone not previously authorised.

· If an unauthorised person attempts to collect a child, the nursery will:

· Refuse release of the child.

· Contact the parent/carer immediately.

· Follow safeguarding procedures if concerns arise.

Safeguarding and Security

· All entrances and exits are monitored to ensure children’s safety.

· Visitors must report to the school main office and sign in and out and wear identification while on the premises.

· Any safeguarding concerns during arrival or departure times will be recorded and reported according to the nursery’s safeguarding policy.







Responsible person: Mrs Audrey Sneddon (Acting Head Teacher).                                                                                                Reviewed by: Adele Scott Acting Principal Teacher Nursery staff.                                                                                              Updated: February 2025                                                                                                                                                                 Reviewed by: February 2027
This policy is not exhaustive and can be amended at any time. Staff are happy to update any protocol if needed. 
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