
	
 
 

Security Procedure 

Children’s arrival 

Prior to opening, staff will check that the staff entry door and the garden gate are securely 
closed. 
At 9:15am a member of staff opens the main door downstairs to admit children and 
accompanying adults, and remains downstairs for as long as the door remains opened, 
controlling the entry of adults and children.  
The children take their coats off downstairs and leave them on the coat-horses provided.  
The accompanying adults take their child/ren upstairs. 
A member of staff greets each child at the door into the classroom (to the right of the stairs).  
This door is shut once the children are in.   
At around 9:25 the person downstairs returns to the classroom, making sure that the front 
door is shut.  Other users of the building requiring access via the front door throughout the 
day are responsible for controlling access to the premises.     
 
A member of staff enters each child's time of arrival in the register and later informs others if 
anyone is leaving earlier than normal as well as who will collect them. The names of people 
authorised to collect each child can be seen on that child's forms.  Additional names are 
added as required.  
 
Late-comers and visitors need to ring the doorbell downstairs to gain access into the 
premises.   
 
Children’s departure 

At 12:10pm a member of staff opens the door downstairs, unless the door is already open 
for parents collecting children from the Infant Community.  The children who leave at 12:15 
are gathered inside the classroom.  The door to the classroom is opened at 12:15. A 
member of staff calls the children’s names one at a time, and greets them goodbye, 
ensuring that the person collecting them is authorised to do so.  The children’s departure 
time is recorded in the register.  The same procedure is followed at the end of the extra 
sessions at 12:50, after lunch at 1:45 and at the end of the afternoon session at 3:45.   
 
    
Parents are requested to give the names of the persons who are authorised to collect their 
child, and these are noted on the child’s Enrolment Form.  If for any reason someone other 
than the authorised persons is coming to collect a child, parents must inform a member of 
staff on or before the day, giving the name of the person who will be collecting.  Staff will not 
hand the child to anyone other than the authorised persons.  A member of staff will, if 
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necessary, contact one of the parents to check that the person collecting is authorised to do 
so.   
 
Visitors 

In general, visits to the nursery’s premises will be planned in advance so the visitor can be 
advised on the routines and the most appropriate time to visit. Unscheduled visits will be 
discouraged, and refused if staff believe the visit may compromise the safety and wellbeing 
of children in their care. 
 

The standard procedure is for all visitors to enter by the main entrance, having rung the bell 
if the main door is closed.   
 
Any member of staff admitting a visitor through the main or any other door is personally 
responsible for ensuring that the visitor’s details are recorded in the visitors’ book. 
 
Unless the admitting adult recognises the visitor and knows his/her business at the nursery 
they will: 

- establish the identity of the visitor (if appropriate by asking for an identification 
document); 

- establish the purpose of the visit before admitting the visitor to the nursery;  
- ensure that the visitor enters adequate visitor details in the visitors’ book (name (and 

organisation if appropriate), date, time of arrival and purpose of visit); 
- ensure that the visitor is never left unsupervised with children at any time; and 
- ensure that the visitor signs out and see that they leave the premises. 

 
If in any doubt about the visitor, they must ask the visitor to wait outside the main door and 
inform the manager immediately.   
 
Members of staff should always approach any unidentified person on the premises and 
establish immediately who they are and the reason for them being there. 
 
If the visitor has no suitable reason to be on the premises, they will be asked to leave 
immediately and be escorted from the premises. If the visitor refuses to leave, the police will 
be telephoned immediately. A record will be made of any such incidents in the Incident 
Record Book, and the manager immediately notified. 

The manager is responsible for ensuring that these procedures are followed by all staff. 
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