Good Shepherd Nursery Unit
Child Drop-off and Collection Policy

Whilst your child is in the Nursery's care we shall do our utmost to provide a secure
environment. The safety of the children is paramount, therefore it is very important that
our procedures for drop off/collection of children are clearly known by all
parents/carers and are adhered to. Please remember that these guidelines exist to
protect you and your child, as well as nursery staff, and that the children's well-being is

always at the heart of the decisions we make.

Security Door

Our main nursery entrance door is security locked and access is given by our video link
intercom or by a member of staff using the release button. Nursery children must enter

through the main nursery entrance, not through the main school.

Drop off Procedure

Nursery door opens at 8.45am, your child must be handed over to a member of nursery
staff by a responsible adult at the classroom door. On arrival, please encourage your
child to independently take off and hang up their own coat and to self-register before
play. The main nursery door will be locked at 9:10am. If you arrive after this time,

please use the buzzer located to the left of the door.




Parents/Carers can use the drop off time to have a very brief chat with staff
regarding their child, however if it is a bigger issue, we kindly ask that an appointment

is made instead.

Please inform staff of any issues regarding your child's well-being that may be relevant
to the day ahead. If your child has had an accident or injury away from the setting,

please inform staff.

Collection procedures

Parents/Carers enter via the security door and wait at their child's nursery class door.
The Nursery door will be opened for pick up from 1pm. All children must be collected by
1:15pm. Your child must be collected by an adult named on the collection form. If an

adult not named on the list comes to collect your child, we will contact you for permission.

Please notify us of any changes in family circumstances which may affect permission to

collect, particularly in the case of separated parents/carers.

Please note that at any time, only persons over the age of 16 will be permitted to pick

up your child from nursery.

Late Collection

There are always the odd occasions when a parent/carer is held up, or an emergency
occurs and they are not able to collect a child on time, due to circumstances beyond their
control. We are sympathetic to the circumstances that may arise and will always seek to

support families and provide a safe and secure environment for an uncollected child.

Should such a situation arise, please inform the school office as soon as possible to
inform them. If no one turns up to collect the child and we have not had a notification
from the parent/carer, we will phone a named person from your child's emergency contact

list.

Please ensure that all contact details are kept up to date for emergency purposes
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* This policy is linked to the whole school Child Drop- off and Collection Policy and
the Child Protection Policy




