09	 Early years practice procedures
	 Arrivals and departures
Arrivals and departures are key times in the day when children need support from their carer to make the transition smooth, happy and safe for the child.
Arrivals
· On arrival the child is marked into the Register.
· If a child who is expected fails to arrive, the manager or deputy is immediately notified so that they can contact the child’s parents/carers to find out why the child is absent.
· A friendly member of staff greets the parents/carers and takes time to hear information the parents/carers need to share. If they inform the staff member than they are to be collected early or by a different individual, this staff member will update the notes on the register and inform all staff.  They will take down details or who is to be collecting, and if they have not collected previously they will request a photo of them is shared.
Injuries noted on arrival
· If a child is noted to have visible injuries when they arrive at the setting parents/carers will be asked what happened and if necessary, that medical assistance was sought.  The DSL will be informed immediately tom see if there are any concerns and discuss next steps.  Injuries are recorded, with date and time and signed by the adult and parent/carer.  If the child appears to need medical attention staff may refuse access to the child until they have been seen by a medical professional for advice and support.  If requited Social Care will be contacted to ensure the wellbeing of the child.  If it is a serious injury the police may be contacted.
Sleeping Child
· If a child arrives at Preschool the child must be woken to ensure they are safe and well before coming into the Preschool.  If they still want to sleep they will have coat etc taken off and be laid again to rest safely.
Departures
· Children are prepared for home, with clean faces, hands and clothes if required.
· The child is signed out of the register 
· Only authorised named persons aged over 16 years should normally collect children. Named authorised adults should be shared and recorded at registration.  Additional adults can collect if permission is granted by the parent/carers.  No one under the age of 16 is permitted to collect a child.  
Maintaining children’s safety and security
· Arrivals and departures pose a particular threat to the safety and security of the children. 
· Once a child is on site staff ensure doors are locked and side gates are shut.  If a parent visits the setting they need to wait to be let out by a member of staff to ensure the front door is locked securely.
· At the end of the day 2 members of staff will go on the front door to let children out, to ensure no child manages to go out the door without an adult noticing.  A third adult will also be at the middle door to ensure extra safety for the children.

	
