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Arrivals & Departure Procedure


There are two doorbells. One for our Nursery Room and one for the office. 

The main playroom can only be accessed via a code, which is only known to staff.

Parent information and a notice board can be found in the entrance hall and in the conservatory window.

Parents will also be kept informed of activities, events and daily news by information placed in the windows of the nursery or/and text, memo’s on tapestry and facebook.

Arrivals

The doors open at 8.15am (early session). Please wait in the playground until the doors are opened. At any other times please ring the doorbells or knock on the door. Staff are busy looking after the children and may not notice you waiting, so we always ask you to ring the Nursery room bell.

Children must be dropped at the door by their parent/carer. Staff/Key Persons will be available to support the children at this time and Parent/Carers are encouraged to share information relating to their child.

A register is taken as the children arrive and children have the opportunity to self-register by finding their name card and placing it in the “I am here” basket.

The Manager and Nursery Directors will also be available to greet you and your child as you arrive. Please feel free to pass on any ideas and comments at this time.

The children’s cloakrooms are in the main play rooms and each child has a peg with their name and a picture on. 

Payments can be taken by the Nursery Directors/Manager during this time. Please ring the doorbell for the office.  





Departures

At 11.45am, 1.30 pm, 2pm & 3.00pm, children will be released from the conservatory door. 

Children will collect their coats and check their trays for anything to go home.

Children will be released one at a time and only to parents/carers or named people for collection on our child details forms.

Staff will share information at this time.

A member of staff will approach you if any accident or incident forms need to be completed.

Should you wish to speak to a member of staff, we would ask that you wait until all children have been released. 

We appreciate your patience during departure time as the children’s safety is our priority.
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