Security Policy
Visitors to the Nursery
All visitors must sign the Visitor’s Book on arrival and departure. The record must include the visitor’s name, organisation (where applicable), purpose of visit, arrival time, and departure time.
Visitors will be supervised at all times while on the premises and must wear identification where appropriate. No visitor will be left alone with children unless the appropriate safeguarding checks, including a valid Disclosure and Barring Service (DBS) check, have been verified in accordance with the Statutory Framework for the Early Years Foundation Stage (EYFS).
Access and Security
Staff are vigilant at the beginning and end of each session to ensure that all children who arrive are safely admitted to the nursery and correctly registered.
During each session, all external doors will remain locked or secured to prevent unauthorised access. Entry to the nursery will be controlled by staff.
The nursery maintains a secure environment to safeguard children, staff and visitors in line with safeguarding requirements set out by Ofsted.
Emergency Communication
The nursery has a landline telephone and staff members have access to mobile phones which are stored securely in the office and may be used in the event of an emergency.
In an emergency, staff must alert the Nursery Manager or senior member of staff immediately. Consideration must be given to informing other staff members and contacting the appropriate emergency services (e.g. police, ambulance or fire service) where necessary.
If an alarm is raised in response to an accident or medical emergency, staff must follow the nursery’s First Aid and Accident Reporting Procedures.
Unauthorised or Unknown Persons on Site
If an unknown or unauthorised person attempts to access the nursery:
· Staff will immediately ensure that children are moved to a safe area.
· A member of staff will notify the office or senior staff member.
· A senior member of staff will approach the individual to determine the reason for their presence.
· If staff feel threatened or concerned, the police will be contacted immediately and safeguarding procedures followed.
All incidents will be recorded and reported to the Designated Safeguarding Lead (DSL).
Collection of Children
The nursery will take all reasonable steps to ensure children are cared for safely while in our care.
Parents and carers must complete a registration form before their child starts at the nursery, providing at least two emergency contact numbers. Parents are responsible for ensuring this information is kept up to date.
Parents must inform the nursery in advance of who will collect their child. Where another adult is collecting a child, the parent must notify the nursery beforehand and provide the agreed password or identification method.
If an unknown person attempts to collect a child:
· The child will not be released.
· Parents/carers will be contacted immediately to confirm arrangements.
· Identification and the agreed password will be required before the child is released.
Updating Registration Information
It is essential that the information held on the registration form remains accurate and up to date.
Parents must inform the nursery in writing as soon as possible of any changes, including:
· Changes to domestic arrangements that may affect collection of the child (e.g. court orders, residence orders or restrictions on contact)
· Changes to parental responsibility
· Changes to home, work or emergency contact telephone numbers
· Changes of address or emergency contacts
All personal information will be stored and processed in accordance with the Data Protection Act 2018 and UK GDPR.
End of Nursery Sessions
At the end of each session, children will be collected from the nursery main entrance so that staff can ensure each child leaves with the correct parent, carer, or authorised adult.
Children must be collected promptly at the agreed collection time.
If a parent or authorised person is more than 15 minutes late:
· Staff will attempt to contact all available telephone numbers.
· The Nursery Manager or senior member of staff will be informed.
If a child has not been collected within 60 minutes of the agreed collection time and it has not been possible to contact the parent or carers, the Designated Safeguarding Lead (DSL) will contact the local safeguarding services (e.g. MASH/ChADs) in accordance with safeguarding procedures and guidance set out in Working Together to Safeguard Children.
All incidents of late collection will be recorded.

