Providers must only release children into the care of individuals who have been notified to the provider by the parent and must ensure that children do not leave the premises unsupervised. Providers must take all reasonable steps to prevent unauthorised persons entering the premises and have an agreed procedure for checking the identity of visitors.

4.8  Entrance and Exit policy
The pre-school session begins at 9.30am but also offers an optional start time of 9am.
A member of staff will stand at the pre-school entrance inside the building to greet the children and ensure that no child leaves the pre-school alone.  This member is not available for the parents to talk to, and it is the responsibility of this person to secure the door once all the children have arrived.

The children enter with their parent/carer and go to the registration ‘board’ to self register by attaching their fish. Parents must inform the manager if anyone other than a designated person is going to collect their child. This is recorded by the parent in the diary, the name noted by which the child knows that person, and the entry signed by the parent. If this person is unknown to the child, a password will also be provided.
Any parent who wishes to talk to a member of staff will be able to do so; they will be taken away from the door to allow for other parents and children to enter.

All members of staff are available for parents to talk to, but they must be aware that their primary responsibility is to greet and settle the children. Any parent who wishes to discuss their child in depth should make an appointment with their child’s keyperson. Although parents will never be discouraged from interacting with staff, it is preferable for the drop off time to be kept as short as possible to avoid upset to the children and to allow the pre-school session to start promptly.

At 9.45am the register will be checked, the children counted and all exits secured. The total number of children is then visibly recorded and amended if a child leaves before the end of a session.
Those children staying for lunch club will be marked in the register with a ‘LC’. The supervisor will note in the register if a child has arrived late or left early.
The names of those children going outside is recorded on a sheet by the exit door
Home time is at 12.30/2.45pm
A member of staff will stand at the pre-school entrance to greet parents/carers and to ensure that no child leaves pre-school alone.
The children will be seated away from the door and the children will be allowed out one at a time to join the person collecting them. On no account will a child leave with an unknown person, however well that child appears to know that person.

Staff other than the greeter and designated lunch club worker are not available to talk to parents as they are supervising children. Any lost property will be found in the group trays or in the Perspex box put out after each session.
In the case of lunch club, those children staying to lunch will be taken into a separate area to eat by a designated worker. At the end of lunch club, one of the lunch club workers will hand the children over, to parents in the lobby.
Visitors
Visitors must sign the visitors’ sheet and provide the following information:

1. Full name 

2. Name of their organisation, company or job title or link to the child eg. Grandparent.

3. purpose of their visit.

4. accurate details of arrival and departure times.          4.8 P2
5. A member of staff must check the visitor’s identity and initial they have done so.
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