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[bookmark: _GoBack]In the Nursery we aim to provide a safe and secure environment for the children. Children will only be handed over to responsible adults whose name has been given to the Nursery staff.
· The policy for handing over children will be discussed with parents on the home visit or first meeting with parents.
· Children will sit on the carpet and one adult will stand at the Nursery door with a second adult nearby. Children will be called to the door when their parent arrives. If children run to the door before their name is called they will be sent back to the carpet. This policy will be explained carefully to parents and described in the booklet given to children when they start Nursery. 
· Parents/Carers will be asked to give the names of adults (18+) allowed to collect their children on the home visit or first meeting. It is the parents/carers responsibility to update the list as necessary.
· Only those listed will be able to collect the child.
· If an unfamiliar adult comes to collect the child they will be asked to write their name down and it will be checked against the list given.
· If a person arriving to collect is not registered to collect then the parent/carer will be contacted. The Parent MUST be phoned from the Nursery telephone using the phone number given on registration. If another phone number is given by the collector or the work place has to be contacted then name address and date of birth of the child will be checked to ascertain it is the parent.
· Parents may add or take off names at any time.
· Parents may telephone the Nursery to let us know someone different is coming to collect their child. They must give the persons full name.
· If someone comes to collect a child is a minor, or under the influence of drugs or alcohol and is deemed unfit to look after the child then the head or deputy or family worker will be consulted immediately for advice and referral to social care. The incident will be logged on a logging concern form.  
· If a child is not collected on time the parent or carer will be contacted in the first instance. If contact cannot be made and the child is not collected then social care or the police will be contacted.
· If there is a court order stating that a parent cannot have access or only has limited access then a copy must be shown to staff and a photocopy kept with the list of children allowed to collect. Otherwise both parents will be assumed to be able to collect the child.
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