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Maintaining children’s safety and security on premises

Policy statement

We maintain the highest possible security of our premises to ensure that each child is safely cared for during their time with us.

Procedures

Children's personal safety
· We ensure all employed staff have been checked for criminal records by an enhanced disclosure from the Criminal Records Bureau.
· Adults do not normally supervise children on their own.
· All children are supervised by adults at all times.
· Whenever children are on the premises at least two adults are present.
· We carry out risk assessment to ensure children are not made vulnerable within any part of our premises, nor by any activity.

Security
· Systems are in place for the safe arrival and departure of children. 
· A member of staff (identifying themselves by signing the record) will sign each child in and out of Pre-School at drop off and pick-up time, also recording arrival/departure time and who dropped off/picked up.  
· The arrival and departure times of adults - staff, volunteers and visitors - are recorded.
· Our systems prevent unauthorised access to our premises. The following procedure applies:

Critical incident plan
To ensure that the children are protected whilst in the garden, one member of staff should always stand near the gate area. Padlocks should also be put on both gates.
Stranger approaching pre-school garden whilst children are outside (and adults have cause for concern
· Staff to use code word of ……….. as an indicator that all children should be ushered inside as calmly as possible.
· Once all children are inside the door should be locked and should remain this way until given the all clear from staff dealing with incident.
· Two practitioners should remain outside and speak to stranger to ascertain their intent. Once their intent has been ascertained one adult can deal with the stranger/visitor and the other member should inform the adults inside and give the all clear. 
· If the stranger is carrying a weapon and or staff have reason to believe they are dangerous, all children and staff to should be ushered into the building and 999 should be dialled. 
· Children should remain in the main pre-school room away from windows and doors. 
· Taking lead from the police, parents will be contacted to collect children when it is safe to do so. 

Evacuation of building

· In the event of the building needing to be evacuated. Children should be lined up swiftly and calmly as they would in a fire evacuation.
· The manager will contact St Nicholas School and inform them that we require to use their hall as a base, due to an emergency evacuation. 
· Once the children are lined up a head count of the children and staff will be carried out.
· Children should be ushered via the cloak room and coats should be taken.
· If the emergency exit in the main hall has to be used- 2 adults should collect all coats. One other adult should collect the high vis coats. The manager will delegate these roles as necessary. 
· Children should line up along the fence in the garden and should be aided to put their coats and high vis jackets on. The manager will carry out a final check of the building and take any medication, mobile phone and emergency evacuation bag. 
· Children should walk in pairs with adults along St John’s road and turn left onto link road and then onto St Nicholas School. 
· Parents should be contacted on arrival at St Nicholas School and asked to collect their child.

Temporary evacuation of Pre-School

· In the event of the Pre-School needing to be evacuated on a temporary basis. Children should be lined up swiftly and calmly as they would in a fire evacuation.
· The manager or senior management will risk assess the situation and decided on the best course of action. 
· If there is a temporary evacuation required, the church building and or Parish rooms can be used. 
· In the event of the Parish rooms or church in use the manager should risk assess the situation to decide if the room is safe and or appropriate to use.
· If the Mother and toddler group is on, there is prior consent for the room to be used as a temporary base to keep the children safe and warm while future plans are decided. 
· If the church or parish rooms are deemed unsafe at any time ‘Evacuation of building’ procedure would be followed.
· The manager or senior management will liaise with emergency services to decide when it is safe to return to pre-school.
· Parents will be informed at collection that a temporary evacuation took place. 



Outdoor Play at Pre-school
In order to maintain the children’s safety and security during outdoor play sessions on pre-school premises the following procedures must be followed:
1. One member of staff sets up equipment for outside play ensuring that the main gate, back gate towards the church and the side gate to the pre-school building are secure.
2. Equipment set up should be checked for faults and suitability for weather conditions
3. Once the outside area is ready, both staff go outside and leave the door open. This is to allow children to naturally choose when to go out without feeling pressurised to do so.
4. One member of staff should check attendance number before going outside.
5. There should always be two staff members present in the outside area at all times.
6. When it is tidy up time, the main door is closed, and the remaining children are asked to help tidy the outside area.
7. On completion of this, all the outside children line up and one staff member calls into the main hall to ask the staff inside to count how many children are in the inside area.
8. They then confirm this number with the staff member outside and then the numbers of inside and outside children are added to confirm the correct amount of children are in attendance.
9. It is then safe to allow all the outside children to join the inside group.
10. A staff member should make a final check that the outside area is clear, unlocking the main entrance gate and upon entering the main building the main door is chain locked.
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