
Holy Family Nursery Class
Entry & Collection Of Children

It is the aim of the staff at Holy Family Nursery to ensure that the time spent within the Nursery will be a safe and comfortable time for everyone.  

· The adult bringing and collecting a child at nursery is asked to sign them in/out on the sheet provided at their welcome areas. It is our responsibility to ensure that children are released into the care of an appropriate adult.

· Staff must be informed if someone other than the main carer is collecting the child.
· In an emergency, if someone else will be collecting a child, parents/carers must inform the Nursery staff as soon as possible. If you have agreed to someone else collecting your child we use a password system. Please inform your keyworker of the password. When the adult arrives to collect your child we will ask them for the agreed password. We will not allow your child to leave with anyone who does not know the password. 
· It is the parents’ responsibility to inform staff, in writing, of access arrangements concerning their child.  
We will not allow a child to be dropped off or collected by:

1. A minor under 16 years of age, unless he/she is the child’s carer.

2. Anyone in an unfit state to care for children e.g. clearly under the influence of drink/drugs.

3. Anyone not previously authorised by the parent.

In the event that no one arrives to collect a child, the emergency contact will be informed and asked to collect him/her.  Where this is not possible, the Social Work Department will be contacted.

Late Collection
The Nursery has a duty to protect children and act in their best interests. The Nursery takes persistent lateness in collecting a child seriously.   In extreme cases it can be considered as abandonment or neglect of the child, although we understand that occasionally delays are unavoidable.

In the event of a child not being collected, the nursery staff will make every effort to contact the child’s parents/carers, and if this proves to be impossible, will try to get in touch with an alternative emergency contact, who is authorised by the child’s parents to collect them on their behalf.

Nursery Session Times
A member of the nursery staff will open the main door to parents/carers at 8.45am and 2.45 pm.
Any parent wishing to collect their child out with these times for an appointment or due to other circumstances is asked to inform the nursery beforehand if possible. 
If in the event a parent needs to collect their child earlier, without prior notice, they are asked to gain entry to report to the main office in the first instance. 

Collection Procedures 

It is important that during busy pick up times, all adults are vigilant in the cloakroom area. 
PLEASE ENSURE THAT IT IS ONLY THE CHILD YOU ARE COLLECTING THAT IS EXITING THE BUILDING WITH YOU AS YOU LEAVE.  
· Each child will be dismissed to an appropriate adult by their keyworker.

· All parents/carers collecting their child from nursery are required to sign out on the sheet at their welcome areas. 

These procedures are in place for the health and safety of the children and to minimise the disruption to the child’s learning. 

We thank you for your patience and cooperation in this. 
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