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Procedures involving the care and safety of children

Children’s Safety.

We have the following systems in place for the protection of children in our care:

1) All exits from the Pre-School are locked in a way which makes it impossible for a child to leave unattended, while allowing rapid exit for the whole group in the case of an emergency.

There are gates across the entrances to individual rooms downstairs, and protecting the staircases.

2) An accurate, up to date register is kept daily, and a delegated member of staff signs in both adults and children, including visitors.  Any adult or child who leaves before the end of the session is signed out by the same member of staff, or by the Leader.

As we occupy part of a shared building, a Visitors Book is kept in the Link, and all visitors to the building itself are required to sign in and out.

3) 
We take special care with new children, so that both they and their carers know where they may or may not go.  We will also seek advice from carers new to the group, so that we are forewarned about particularly adventurous children!

4) 
We conduct regular risk-assessment exercises, so that all adults in the group are aware of any potential hazards, and can work together to avoid them.

5) 
Carers and staff work together for the safety of all the children in the group. Carers are asked to alert a member of staff if they notice a child whose behaviour suggests s/he might be thinking of trying to leave.
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THESE ARE THE PROCEDURES TO BE FOLLOWED IF WE CANNOT FIND A CHILD:

1) 
The remaining children will be gathered into one large group - having a story perhaps, with two adults - while the rest of the adults search.

2) 
Without alarming them, the children themselves will be asked if they have seen the child who is missing.

3) 
We will try to establish which adult last saw the child, when and doing what. Every room in the building will then be checked. Other organizations using the building will be informed, and their cooperation sought.

4) 
The child’s parents/carer will be contacted, using the alternative emergency number if necessary. If the child lives within walking distance, one adult will make the journey on foot.

5) 
If the above steps do not locate the child, the police will be called.

Informing other people. 

The following will be informed of the incident as soon as it is practicable.

1) 
A written report will be sent to OFSTED who are responsible for regulating the group.

2) 
The Chair of the Management Committee.

3) 
The insurer of the premises.

A full record of the incident will be written in the Incident Book as soon as an adult has time to do so. The last definite sighting of the child, and anything unusual that day about the behaviour of that child or of any other children will be entered.

A short meeting of all carers will be held when children are collected, to give everyone brief, accurate information about the incident. A letter will also be sent home with the children, and posted to the parents of any absent child.

When the child is found.

It is important to remember that, however guilty and distressed the adults involved feel, these emotions must be controlled when the child is found.

The child also might have been afraid and distressed, and might now be in need of comfort.

The child might be completely unaware of having done anything wrong.

The incident may provide a good opportunity to talk to all the children to ensure that they understand they must not leave the premises, and why.
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Procedures for the admission and collection of children.

1) At the beginning of each session a designated member of staff (normally the staff member responsible for the Douglas Room) registers the children individually as they enter the Fergusson Room.  No child or carer is allowed into the Fergusson room until his or her name has been ticked in the Register, or if they are a visitor, their name has been entered in the Register.

All staff are aware of the risks involved at this point in the session, and keep a careful watch on all the children, particularly those who may be upset.

2)
 At 9.30 a.m. the number of children ticked as present in the Register is counted; the children present are then counted by both the adult taking the Register, and the Leader. Should the two numbers not correspond, the children’s names will be ticked off individually by the Leader; if a child appears to be missing, the procedures already in place will be implemented.

The number of children and adults present is entered on a board in the Fergusson room. The adult taking the Register is responsible for locking the outer foyer door once the registration procedure is completed.

3) 
Any child arriving late must be entered in the Register immediately by the adult responsible for the Register, or the Leader, and the number on the board altered correspondingly.

4) 
If a child is to be collected by anyone other than their regular carer, then a permission slip must be filled in by the regular carer either at home, or on arrival at Pre-school. If the normal collection arrangement is altered whilst the Pre-School is in session, then we must be informed by telephone if at all possible.

5)
Any adult or child who leaves before the end of the session is signed out by the same member of staff, or by the Leader.
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