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Arrival and Departing policy


· Arrival times 9am and 12pm 
· Departing times 12pm and 3pm
· Member of staff opens and supervises gate
· Member of staff at the door to the nursery. 
· Member of staff registers children and confirms bag numbers with other staff member.  
· Gate and door checked to be closed after childrens arrival 

Departing
· Late collection, two members of staff to stay with child, all contact numbers to be tried. £1.50 per minute rate, at manager’s discretion (uncollected child procedures to be put in place).
· Password system in place for collection by someone other than usual parent/carer. (passwords kept in the office)
· All visitors to sign in Furley Park’s visitor system, and no visitors mobile phones to be used in the setting. 
· Member of staff get parent/carer to sign accident form for any injuries resulting from accidents during their session.
· Member of staff get parent/carer to sign accident form for pre-existing injuries. 
· Member of staff get parent/carer to sign medication book for any medication needed.
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