Early Years Practice Procedures
	Arrivals & Departures
· Entrances and approaches are kept tidy and always uncluttered.
· All gates and external fences are childproof and safe
· Front doors are always kept locked and shut.
· Where possible, ‘spy holes’ are used in the main door at a suitable height
· The identity of a person not known to members of staff is checked before they enter the building.
· All staff and visitors to the setting sign in and out of the building.
· A member of staff is available to open and close the door and to greet arrivals, say goodbye to parents and to make sure that doors and gates are shut. A member of staff is always present on the front gate during arrivals and departures of children. 
· Back doors are always kept locked and shut if they may lead to a public or unsupervised area, unless this breaches fire safety regulations or other expectations.
·  Where building works or repairs mean that normal entrances/exits or approaches to the building are not in use, a risk assessment is conducted to maintain safety and security whilst the changes are in place.
	
Arrivals and Departures

Policy statement
This setting believes that the health and safety of children is of paramount importance.  We endeavour to make our setting a safe and healthy place for children, parents, staff and volunteers.

Procedures
Arrivals 
· All members of staff (including students/ volunteers) are signed in on the Pre School register. 
· The external kitchen door (leading to foyer) is to be kept locked at all times, ensuring that we have control over who comes into the provision so that no unauthorised person has unsupervised access to the setting or the children. 
· Two members of staff are present at the main door as children enter, 1 at the gate and 1 by the main door.
· The door is monitored at all times whilst children are arriving and the door chain is used if necessary e.g. whilst waiting for the next child to arrive.
· For any child being collected early/by someone other* than the parent, a message is put on the notice board and register, and their departure time is recorded in the register. (* These must be named on the child’s registration form)
· When all the children have arrived the door is to be bolted and chained.
· Time of latecomers is recorded in register.
· Any existing injuries present on a child are recorded in the ‘incident/existing injuries book’.
· The identity is checked of all visitors before entry using the door chain.
· All visitors must sign the visitor’s book on entry.

Departures 
· Staff to clear entry way. (tables and chairs)
· Check for entries in accident or incident/existing injuries books that require signatures. 
· Check the register/notice board for new information.
· A member of staff is to stand at the gate, ensuring the gate is supervised in between departing families.
· Two members of staff are to be present at the door; ensuring children do not leave without an adult, and mark register accordingly.
· Collecting adults are to fully enter the setting and collect their child and belongings from the carpeted area, not from the doorway.
· A member of staff is to remain on the carpet area to encourage children to stay sat until collected by an appropriate/nominated adult (aged 16 or over), at which point responsibility for the child is exchanged.
· All visitors are to be signed out.
· If a parent telephones to say due to unforeseen circumstances that someone else will collect their child, the name of that person and relationship (if any) will be entered into the register/notice board indicating this is via telephone message.  We agree with the parents how to verify the identity of the person who is to collect their child, e.g. the use of a password.
· The times of all late leavers are to be recorded in the register.
· If a child is not collected and no message received as to the reason, then the ‘Uncollected child’ policy will come into force.

Incapacitated Parent
Incapacitated refers to a condition which renders a parent unable to take responsibility for their child; this could be at the time of collecting their child from the setting or on arrival. Concerns may include:
· appearing drunk
· appearing under the influence of drugs 
· demonstrating angry and threatening behaviour to the child, members of staff or others
· appearing erratic or manic
Informing
· If a member of staff is concerned that a parent displays any of the above characteristics, they inform the designated person as soon as possible.
· The designated person assesses the risk and decides if further intervention is required.
· If it is decided that no further action is required, a record of the incident is made on form Safeguarding incident reporting form.
· If intervention is required, the designated person speaks to the parent in an appropriate, confidential manner.
· The designated person will, in agreement with the parent, use emergency contacts listed for the child to ask an alternative adult to collect the child. 
· The emergency contact is informed of the situation by the designated person and of the setting’s requirement to inform social care of their contact details.
· The designated safeguarding lead is informed of the situation as soon as possible and provides advice and assistance as appropriate.
· If there is no one suitable to collect the child social care are informed.
· If violence is threatened towards anybody, the police are called immediately.
· If the parent takes the child from the setting while incapacitated the police are called immediately and a referral is made to social care.
Recording
· The designated person completes Safeguarding incident reporting form. 
· Further updates/notes/conversations/ telephone calls are recorded.


Legal framework
Primary legislation
· Protection of Children Act (1999)
· The Children Act (Every Child Matters) (2004)
· Safeguarding Vulnerable Groups Act (2006)

Further guidance
· Working Together to Safeguard Children (under revision 2012)
· Statutory guidance on making arrangements to safeguard and promote the welfare of children under section 11 of the Children Act 2004 (HMG 2007)
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