[image: ]Daisy Chains Nursery,
South Ashford Youth Centre,
St Stephens Walk,
Ashford,
Kent,
TN23 5BD 

Safeguarding children

Maintaining children’s safety and security on premises

Policy statement

We maintain the highest possible security of our premises to ensure that each child is safely cared for during their time with us.

Procedures

Children's personal safety
· We ensure all employed staff have been checked for criminal records by a DBS
· Adults do not normally supervise children on their own.
· All children are supervised by adults at all times.
· Whenever children are on the premises at least two adults are present.
· We carry out risk assessment to ensure children are not made vulnerable within any part of our premises, nor by any activity.

Security
· Systems are in place for the safe arrival and departure of children. 
· The times of the children's arrivals and departures are recorded.
· The arrival and departure times of adults - staff, volunteers and visitors - are recorded.
· Our systems prevent unauthorised access to our premises.
· Our systems prevent children from leaving our premises unnoticed.
· The personal possessions of staff and volunteers are securely stored during sessions.
 

Arrival and departure procedure
This is a non- statutory policy 

On opening the main front door at 8am, 9.30am, 12.30pm and 3.30pm, a member of staff stays on this door. This member of staff also holds the register for the day in order to mark children in or out and write their attendance times.

Another member of staff will be positioned in the room at these times, if parents would like to take fees than a member of staff will be made available as soon as possible.

Parents are informed that they must pick up or drop off their child from inside the main rooms where the staff will be available to talk to. This information is given verbally and also via the parents information noticeboard displayed in the entrance area. 

All children leaving the session are collected by their adult who comes into the main room to collect them. In the case of a member of staff not recognising the adult at point of entry - the use of passwords are used and proof of identity may be asked for by staff, which will also check the child’s registration details.

When the adult collects the child - ALL responsibility then transfers back to the parent. The member of staff in the main room will not allow any child to cross into the entrance area, unless their adult actually takes them.  

Children’s times in and out are marked on the register. Any late times are recorded on this register and charged to the parent accordingly. 
Please note that only adults over the age of 16 may collect a child (unless they already have parental responsibility for that child). Children may NOT collect a child in our care and will be asked to stay with their sibling within the setting until a suitable adult arrives or is contacted. 
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