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Magdalene Preschool - Arrival and Departure Policy           
Policy Statement
Magdalene Preschool believes the safety of the children is paramount. It is our intention to keep all children, families and visitors safe in our setting.
Aims
We aim to make children, families and visitors to our setting aware of safety issues, protect them from harm and keep them safe.
Methods:
· Staff welcome and greet every child, parent/carer and visitor on arrival.
· Children are registered as the enter in the door register.
· Registers are always written in pen.
· A member of staff is at the main doors at the beginning and end of each session for approximately 15 minutes (or until the last person has left)
· All visitors to the setting must sign the visitors record with details of visit, including date, time of arrival, reason for visit and departure time.
· All staff must be vigilant in monitoring the arrival and departure of children.
· The setting offers a ‘soft start’ from 9am – 9.30am – children and parents arriving after this time will need to fill in the late arrivals in the register book.
· When children leave early, the time will be documented on the register.
· All visitors to the setting are escorted to the exit on leaving the setting.
· All main doors are locked
· There is a video phone/doorbell that parents and visitors use to gain entry to the setting to ensure the safety of children and staff with in the setting.
· All staff consistently record their arrival and departure times.
· All registers and records are kept and stored safely.
· If parents/carers are unable to collect their child as usual and someone is collecting who is not on the ‘registration form’ they must inform manager/ deputy manager in person in the morning, call the preschool number or email, with the name of the person collecting. collector must also know the ‘Password’. 
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