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Entering and Leaving the Nursery

· The Lead Practitioner (or a member of SMT) will be in attendance at the main door at the following times

Mornings		-		8.50am –   9.10am
			 
Afternoons		-		2.50pm – 3.10pm

· Parents/Carers should accompany their child to the main door and then hand their child over to nursery staff in the playroom. Staff will tick that the child has arrived and confirm who will be collecting them at the end of the day using the daily attendance sheet. 

· To ensure the safety of all members of the nursery community it is important that the main door is kept closed and never wedged open. Nursery staff may stand in the doorway when assisting children to and from nursery.

· If parents/Carers are collecting their child out with the normal time they must collect their child from the main door where their child will be handed over by a member of staff and the time of collection recorded on the daily attendance sheet.

· When collecting at the end of the session, parents and carers must enter the nursery and collect their child from the nursery playroom where they will be gathered with their group and a member of staff. The lead practitioner will be responsible for supervising the main door and letting parents and carers in and out of the nursery. They must not leave the door open at any point and should ensure that all children are with a known adult when exiting the nursery.

· Staff must check that the person collecting the child matches the details given at the start of the day. In the case where someone unexpected arrives to collect a child, a phone call must be made to the parent or carer to confirm arrangements before the child leaves nursery.

· All visitors should sign in and out of the building using the visitor’s sheet in the main reception. All visitors should report to the main reception and not directly to the nursery.
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