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Marsden Pre-School Playgroup & Toddlers
Policies and Procedure

VISITORS POLICY AND PROCEDURE

It is our policy to keep the children in our care safe and secure.  All visitors to the setting are checked to ensure that there is no potential hazard to the children. Most of our visitors are invited to the setting to enrich the children’s learning environment.

PROCEDURE

1. When answering the door, if the person in unknown to staff then ask the reason for their visit and ask for identification. If you need to check identification further, ask for identification badge and consult manager (manager will ring and check identification).
2. Decide if the person needs to enter playroom dependant on nature of business if unsure leave the person outside, close the door and consult manager.
3. All visitors need to sign the visitors’ folder located near the internal door, stating date, arrival time, name, reason for visit and departure time on leaving and ticking to show that they have read the Safeguarding procedures.
4. No visitors are left unattended with children even if known to setting. 


Reviewed:      January 2017
Next Review: January 2018




image1.png
GED
SBR

PRE-SCHOOL
PLAVGROUP

2 x gl




