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MAINTAINING CHILDREN’S SAFETY AND SECURITY ON THE PREMISES 

We maintain the highest possible security of our premises to ensure that each child is safely cared for during their time with us.  Hainford and Frettenham Pre-School holds Public Liability Insurance.  An up-to-date certificate is permanently displayed on the notice board by the front door.

We aim to ensure the child’s personal safety and maintaining the security of the premises by following our procedures.
Children's personal safety

· We ensure all employed staff have been checked for criminal records by an enhanced disclosure from the Disclosure Barring Service (DBS)
· We adhere to the correct adult: child ratios as stated in the EYFS Statutory Framework
· Adults do not normally supervise children on their own.

· All children are supervised by adults at all times.

· Whenever children are on the premises at least two adults are present.

· We carry out risk assessments to ensure children are not made vulnerable within any part of our premises, nor by any activity.

Child Absence Policy

· If your child is not going to attend pre-school, we ask that you inform us by telephone or text message to the preschool mobile:  07896 202657 by 9.15am.

· If you fail to call the pre-school, the supervisor or deputy supervisor will call you to check that your child is ok and to find out the reason they are not present. Obviously we understand children have periods of illness and also families enjoy ‘days out’ and holidays together. These days will be marked appropriately in our registers. If there is to be an extended period of absence e.g. ongoing illness, we ask that we are kept informed every 48 hours

· If no contact is made by the supervisor or deputy, we will continue to try to contact you for 48 hours.

· If no contact is made after 48 hours, the supervisor or deputy will advise Norfolk County Council’s safeguarding team of your child’s continued unexplained absence.

· We will keep a record of all child absence and will report any concerns to Norfolk County Council’s safeguarding team. 

Arrivals and Departures
· The register will be taken as the children enter the room (being ticked in) and together with the children at the beginning of the session.  Children must come in and register; outdoor play  will not take place until the gate is padlocked and staff are positioned outside

· The number of children and adults, along with the date is written on the noticeboard next to the book area so that the number of attendees in the building is available at a glance.  This board is updated whenever a child arrives at or leaves the setting. 

· On arrival and exiting a named member of staff will supervise the internal door and will hand each child back to the appropriate parent/carer and mark the register accordingly.  A member of staff will supervise the door on exiting.

· No unfamiliar person is admitted to the setting without first providing identification. All visitors will be asked to sign in the visitors book and to place their mobile phones and photographic equipment into a safely locked tin.

· If someone other than the usual parent/carer is collecting the child, staff must receive written parental permission in the form of a signed letter or verbal permission.  A code word will be given to the parent/carer for the person collecting the child to use.

· If only one parent has parental responsibility we require a copy of the legal documentation to prove this or it is assumed that parental responsibility is jointly shared.

· Parental responsibility will be checked from the birth certificate seen at registration.
· If for any reason, a parent is going to be late collecting their child, they should telephone the staff using the mobile number.  A ‘late pick-up fee’ may be charged- please see our charging policy for more information. 

· If  a child has not been collected by 30 minutes after the session has ended and parents late arrival has not been previously noted and  it has not been possible to make contact with any of the numbers on a child’s emergency contact list, we will apply our Safeguarding Policy and Social Services will be informed. (Please refer to the Safeguarding Policy for further details).

Premises and Equipment safety

· The front gate is locked once all children have arrived, at 9am. It is kept locked by a padlock for the duration of the session.  There are further smaller gates to keep children securely in the part of the outside area being used. 

· When all children are playing inside, the back door is locked. 

· When children are playing both outdoors and indoors, members of staff will ensure that adequate supervision of children is taking place. Children will be supervised both indoor and outdoor at all times

· Our outdoor play area is securely fenced.  This area is checked daily by a staff member prior to the children being allowed out to play, to ensure it is safe and secure for them to do so. The front gate and the side gates (into Frettenham School) are padlocked during the whole pre-school session. Children do not have unsupervised access to the outside area and activities for energetic play without constant supervision.   
· Children do not have unsupervised access to our kitchen. The barrier is secured for the whole of the session.  Activities such as cooking are carried out on the children’s tables beside the kitchen  and receive constant supervision.
· Equipment is checked regularly and any dangerous items are repaired, replaced or discarded.  Large equipment is always erected with care and has appropriate safety mats are used.
· Dangerous cleaning materials are stored in the locked adults toilet, in accordance with the Control of Substances Hazardous to Health Regulations 2002 (COSHH).  
· Medicines are stored in a locked medicine cupboard in the kitchen area out of reach of children.  
· Adults do not walk about with hot drinks or place hot drinks within reach of the children.  Hot drinks are only to be drunk from insulating non-spill mugs.

· Fire extinguishers are checked by TP Fire monthly. This is arranged by Frettenham School as part of our building maintenance schedule. 
· The front door has a key hanging nearby for easy access in an emergency. 

· Our emergency fire drill is practised at least once every ter to ensure that all the children, staff and as many parents / volunteers as possible, are familiar with the procedure (see procedure below)

· All fire doors are clearly marked and never obstructed, in case of emergency exit
· The emergency evacuation procedure is clearly displayed and is explained to new members of staff, volunteers, parent helpers etc. 
· The premises are checked before locking up at the end of the session. 

Smoking and Vaping/ E-cigarettes

There is a NO SMOKING policy in force on the premises.  This includes the use of vaping and E-cigarettes. All parents, visitors and staff are required to comply.  We do not wish to encourage children to smoke, or to think that it is a healthy practice.  

Smoking or using E-cigarettes is NOT permitted on pre-school grounds for staff, visitors or helpers.  Cigarette buts must not be thrown to the ground and must be disposed of appropriately. We encourage no smoking in front of the building.  
Supervision of Children on Outings and Visits

Hainford and Frettenham Pre-school Learning Alliance aims to provide occasional outings and events in a safe, well planned and organised manner, which provides opportunities for children to learn through play.  Such experiences also support strong links between families and staff. Children benefit from being taken out of the setting to go on visits or trips to local parks or other suitable venues for activities which enhance their learning experiences. An outing or visit is when the children are away from the registered setting – Hainford and Frettenham Pre-School.

We aim to ensure that children are safe on outings by following the procedures below. 

· We request that a parent/carer accompanies children on any day trips.

· Parents are always asked to sign specific consent forms before any trips or outings.

· A risk assessment is carried out for the journey and the destination.

· All venue risk assessments are made available for parents to see.

· The correct ratio of adult to child is maintained at all times – one adult to two children when not accompanied by parent/carer.

· If not accompanied by a parent/carer named children are assigned to a member of staff to ensure each child is supervised, to ensure no child goes astray, and that there is no unauthorised access to children.

· The following items are taken by Pre-school Staff – register, personal emergency details for all pre-school children and staff on the outing, spare clothes, first aid kit with staff fully trained in first aid.

· A minimum of two staff should accompany children on outings where parent/carers are attending and a minimum of two should remain behind with the rest of the children. 

· When walking, the correct adult to child ratio – one adult to two children, will be maintained at all times

· In the event of a child not turning up on time for the outing a telephone call will be made to the parent, if they cannot be contacted we will wait five minutes in case they are on their way and if they still do not arrive, then leave.  If a child turns up unexpectedly as long as the correct paperwork is in place and there is sufficient room on the coach and the correct ratios can be maintained then the child will be able to go on the outing.

EMERGENCY PROCEDURES
Fire Evacuation
Our emergency fire drill is practised at least once each term to ensure that all the children, staff and as many parents / volunteers as possible, are familiar with the procedure.  

A record of the drill is made in the appropriate book showing:-

· Date and time of drill

· How long it took

· The number and names of children and adults present

· Whether there were any problems that delayed evacuation

· Any further action needed to improve evacuation

Emergency procedure
· When the alarm sounds the supervisor will ensure they have the register, pre-school mobile phone, visitors book, first aid kit, keys and ‘grab bag’ containing medical information and parent contact details.  The children go to the Supervisor, and will then be taken outside to the assembly point. 
· Children who are outside at the time of the alarm will follow the staff member.  
· The quickest route to the assembly point is through the side gate adjoining Frettenham Primary School at the back of pre-school and onto the field, where children will gather and a register will be taken. 
· The pre-school Supervisor or Deputy will nominate a member of staff to ensure Jasmine Cottage is fully evacuated.     

· The register will be called outside to ensure all pre-school children, extra children, parent helpers, visitors and staff is accounted for.  

· The Supervisor or an allocated member of staff will endeavour to contact the emergency services via the mobile telephone.  If they can’t call on the mobile, then they will go to the school office and call. 

· In the event of a real fire, parents will be contacted using the pre-school mobile phone, once the building has been evacuated and everyone is safe and outside by the assembly point.  

· Children will remain with staff in the enclosed field at Frettenham School until collected by their parents. 
Intruder Policy 

In the event of an intruder being found on the premises:-

a) A security password will alert all staff

b) Children and staff will be moved to a safer place and a register is taken. If the safe place is inside the building, the door will be locked. 

c) The police and Frettenham school will be immediately alerted

d) The parents/carers of the children or next nominated person will be called to arrange collection

e) The chairperson will be contacted to advise them of the situation.

f) A record is made in the Emergency Procedure Folder and is signed and dated.

When outside if any member of staff is concerned about anyone acting suspiciously outside the pre-school perimeter a whistle will be blown and a specific trigger word known only to staff will be called out. All children will be taken indoors quickly and safely without causing alarm.  Police and school will be immediately alerted.

Missing child / children:

Children’s safety is maintained as the highest priority at all times both on and off premises. Every attempt is made through carrying out the outings procedure and the exit/entrance procedure to ensure the security of children is maintained at all times.  In the unlikely event of a child going missing, our missing child procedure is followed.

In the event of a child going missing, our missing child procedure is followed.

Child going missing on the premises

· The person in charge will instigate a search of the premises, area and the surrounding area, without causing undue panic amongst the children

· If the child is not found the police will be contacted by the person in charge

· The parents will be informed

· Frettenham School will be informed and asked to search their premises. 

· The register is checked to make sure no other child has also gone astray

· Doors and gates are checked to see if there has been a breach of security whereby a child could wander out

· The person in charge talks to the staff to find out when and where the child was last seen and records this

· Correct adult/child ratios will be maintained at all times

· Security procedures will be reviewed after the event

· All relevant parties will be informed of findings, implications and outcomes of the review.

Child going missing on an outing

This describes what to do when staff have taken a small group on an outing, leaving the manager and/or other staff back in the setting.  If the manager has accompanied children on the outing, the procedures are adjusted accordingly. 

What to do when a child goes missing from a whole setting outing may be a little different, as parents usually attend and are responsible for their own child.

· As soon as it is noticed that a child is missing, staff on the outing ask children to stand with their designated carer and carry out a headcount to ensure that no other child has gone astray.  One staff member searches the immediate vicinity but does not search beyond that.

· The manager is contacted immediately (if not on the outing) and the incident recorded.

· The manager contacts the police and reports the child as missing.

· The manager contacts the parent, who makes their way to the setting.

·  Staff take the remaining children back to the setting.

· In an indoor venue, the staff contact the venue’s security who will handle the search and contact the police if the child is not found.

· The manager, or a member of staff may be advised by the police to stay at the venue until they arrive.

The investigation
· Staff keep calm and do not let the other children become anxious or worried.

· The manager together with the chairperson or representative from the management committee, speaks with the parent(s).

· The chairperson and management committee, carry out a full investigation taking written statements from all the staff in the room or who were on the outing.

· The key person/staff member writes an incident report detailing:

· The date and time of the report

· What staff/children were in the group/outing and the name of the staff designated responsible for the missing child

· When the child was last seen in the group/outing

· What has taken place in the group or outing since the child went missing

· The time it is estimated that the child went missing.

· A conclusion is drawn as to how the breach of security happened.

· If the incident warrants a police investigation, all staff co-operate fully.  In this case, the police will handle all aspects of the investigation, including interviewing staff.  CADS (Children’s Advice & Duty Service) may be involved if it seems likely that there is a child protection issue to address.

· The incident is reported under RIDDOR arrangements; the local authority Health and Safety Officer may want to investigate and will decide if there is a case for prosecution.

· Ofsted are informed.

· The Local Authority are informed.

· The insurance provider is informed.

Managing people
· Missing child incidents are very worrying for all concerned.  Part of managing the incident is to try to keep everyone as calm as possible.

· The staff will feel worried about the child, and the designated carer responsible for the safety of that child for the outing.  They may blame themselves and their feelings of anxiety and distress will rise as the length of time the child is missing increases.

· Staff may be the understandable target of parental anger and they may be afraid.  The manager and management committee need to ensure that staff under investigation are not only fairly treated but receive support while feeling vulnerable.

· The parents will feel angry, and fraught.  They may want to blame staff and may single out one staff member over others; they may direct their anger at the Manager.  When dealing with a distraught and angry parent, there should always be two members of staff, one of whom is the Manager and the other should be the chairperson of the management committee or representative. No matter how understandable the parent’s anger may be, aggression or threats against staff are not tolerated, and the police should be called.

· The other children are also sensitive to what is going on around them.  They too may be worried.  The remaining staff caring for them need to be focused on their needs and must not discuss the incident in front of them.  They should answer children’s questions honestly but also reassure them.

· In accordance with the severity of the final outcome, staff may need counselling and support. If a child is not found, or is injured, or worse, this will be a very difficult time. The chairperson will use their discretion to decide what action to take.

· Staff must not discuss any missing child incident with the press without taking advice.

Key Contacts: 

R.I.D.D.O.R. 1995 - (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations)

RIDDOR '95 requires the reporting of work-related accidents, diseases and dangerous occurrences.  Tel. 0845 3009923.
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