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     Briary Pre-School

Together we play learn and achieve

Arrivals and Departures
Briary Pre-School is a term time only OFSTED registered pre-school opens for 38 weeks of the year, our usual operating times are:
Early Risers Club (from September 2025) 8am -8.30am – not funded, fees apply

Morning session:  8.30am – 11.30am (funded)
Afternoon session: 12.30pm – 3.30pm (funded)
All Day 8.30am-3.30pm (6 hours funded, 1 hour non funded and charged)
Children who are staying over the lunch club period must bring their own packed lunch, in an insulated lunch bag or box with an ice pack. Lunches must go in line with our Food and Nutrition Policy. 
The pre-school is most vulnerable at opening and closing times because the front entrance is open at this time. The internal classroom door must be closed at arrivals and departures to minimise the risk of children wandering back out to the lobby. 

At the beginning of the session at drop off there will always be two members of staff on the pre-school entrance (since COVID 19 restrictions), usually the Manager and Deputy. Where possible a third member of staff will be at the entrance to further safeguard the open door. 

Staff on the entrance will mark the children in the register and write any important messages shared from parents (for example who is collecting their child at the end of the session) in the day book. On arrival it is important to let the staff on the entrance know any information relating to the child, did they have a bad night’s sleep, are they on medication, is there anything that might affect their wellbeing that day. This information that is shared from families is written in our day book, so that our staff team can be attentive to the needs of individual children and understand any behaviour that may be causing emotional dysregulation, e.g. lack of sleep, bereavement etc. 
The staff on the entrance door are responsible for ensuring that no child escapes and any stranger is challenged. The key persons are responsible for greeting their children, helping them with their belongings and settling them on arrival, ensuring that no child follows their parent out of the door. At the end of the day handing over to the parent/carer and ensuring that individuals do not wander off at this busy time. 
Security

· Systems are in place for the safe arrival and departure of children.

· The times of the children’s arrivals and departures are recorded.

· The arrival and departure times of volunteers and visitors are recorded in our visitors signing in book.

· Electronic Door entry System on the school gate and pre-school entrance prevent unauthorised access to our premises.

· Procedures prevent children from leaving our premises unnoticed. 

· Only allow access to visitors with prior appointments, all other visitors are checked.

· The identity of any person who is not known is checked before they enter the premises and check the password if appropriate. 

· Keep front doors and gates locked and shut at all times other than arrival and departure. Garden exit doors are kept locked and shut at all times. 

· The personal possessions of practitioners are securely stored during sessions.

· Minimal petty cash is kept on the premises overnight. 

We encourage children to find their coat peg, hang their bag and coat on the peg and place their lunch box (if they are staying for lunch) on the lunch trolley which is outside at drop off.  Lunch boxes cannot be left on the pegs in case another child accesses it.  Parents/carers hand their child over to their key person or buddy key person and then the child becomes the pre-school’s responsibility, once the family member has left.

All key persons will greet the children in setting and their carers, making them feel welcome and settle them into the session, helping them to hang up their bags and coat, to wash their hands and fill up their water bottle.  Once all children are in which takes approximately 30 minutes the front door is locked by the Manager/Deputy and will remain this way throughout the session unless there is an emergency or a visitor where the door is opened. Numbers of children in that session are checked and staff ratios worked out and recorded.
If the door entry system calls throughout the session, office staff will check the video display to check who the visitor is before opening the door. If they do not recognise the person at the door they will open and ask to see identity.  If in doubt they will call the Manager/Deputy.  

At morning collection, the Manager/ Deputy Manager/ Office Administrator will stand at the main door to ensure that no child leaves the premises, they will challenge any person they do not recognise to ascertain why they are on the premises.  Om departure the key person/buddy key person will hand over to parent/carer their child and give a brief update on their day.  They will not hand over to anyone they do not recognise without asking Manager if this person is authorised.  Once the key person hands your child over to the family member, they are then their responsibility.  The door will be manned by the Manager and Deputy or two staff members. Once the door is locked, parents, students and volunteers should be escorted out of the building rather than pressing the exit button themselves to safeguard any children left in the building.
On registering their children with us parents are asked to complete a registration form on it parents are asked to give 2 emergency contact numbers with descriptions of the person and also set up a password system.  Anyone who arrives at the pre-school for a child who we do not recognise will not be able to take the child until we have been given authorisation from the parent and will have to wait whilst the parent is contacted.  If a parent wishes another parent to collect their child for them, they must ring us or we will not release, if it is likely to happen regularly parents must give us permission to release their child to this person in writing.  Please note that if both parents have parental responsibility, we cannot stop either of them collecting their child unless there is a court arrangement order in place for example a non-contact order or non-molestation order.  Family members under the age of 16, will not be permitted to collect the child.
All visitors to the pre-school will be asked to sign in the visitor’s book in the lobby and sign out when they exit.  Their identity will be checked before they have access to the rest of the building.
All visitors will be expected to place any mobile or electronic device in our visitor mobile phone box and these will be returned when they leave to safeguard children.

All staff, students and volunteers working at the pre-school have an enhanced DBS check to check their suitability to work with children. During our recruitment process, a minimum of two references are requested. 
Please note that there is a late collection policy which should be read alongside this one.
This document was last reviewed in September 2025 and will be reviewed annually.


