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First Steps Pre-school

Procedure for the arrival and departure of adults, children and staff

First Steps Pre-school takes positive steps to ensure the safety of all users of the premises.  This includes arrival and departure of children, safety within the setting and safety on outings and visits.  Care is taken to ensure that precautions are taken to prevent accidents.  

· A member of staff welcomes children and their parents into the group at the start of each session and remains at the door until all children have arrived.

· The member of staff ensures that the doors are securely locked and that the outside gate is closed before the start of the session.

· The register is taken when all children have arrived.

· The manager notes which members of staff are present, which parent helpers are on duty and marks down additional children and students as appropriate on the register.

· The register is kept in the office and can be checked at any time.

· At the end of the session, children are gathered together in the quiet room and are released into the care of their parent or carer by a member of staff.  An additional member of staff waits at the door to say goodbye to each child and to ensure that no-one leaves unattended.

· Parents give written notification if someone other than themselves collects their child.
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