Clarecroft Day Nursery
Visitors Policy

We aim to ensure the safety of all children, staff and visitors at Clarecroft Day Nursery. Visitors may include prospective parent/carers, other professionals e.g. local authority workers, Ofsted inspectors, people in the community that may come to talk to the children e.g. librarians, contractors to complete work, deliveries etc.   
Where possible, visitors should book appointments to visit the nursery, this will be recorded in the nursery’s main diary.

Clarecroft day Nursery reserves the right to refuse entry to any person, which we may have reasonable doubt of their identity. In instances where parents are separated, both custodial and non-custodial parents have the right to visit the nursery, unless a court order is placed restricting such contact or accessibility.

If a visitor arrives without an appointment, then they should be asked to wait at the nursery’s main gate and the one of the Nursery Management Team must be informed of the visitor’s arrival, stating their name and reason for the visit. A member of staff must then go to the main gates, where possible visitors must show photo ID before entering the nursery, then the staff member will allow the visitor to enter and escort the visitor to the main entrance foyer. 

All visitors must sign in and out on the daily log recording their name, company, date, time and who they have come to see. 
Any member of staff admitting a visitor is responsible for ensuring that the visitor’s details are recorded fully on our visitor log.
All visitors must be accompanied by a member of staff at all times and never left alone with the children.
All visitors must be aware of the fire drill and all the fire exits within the nursery.
All visitors must wear a visitor’s badge while on the nursery premises.
All visitors must turn mobile phones/fitness/ smart watches/mobile device with imaging and sharing capacity off whilst at the setting are not permitted to use cameras
All visitors must sign out, with their time of departure, on the visitor’s log.
Smoking or vaping is not permitted in the nursery or within the nursery grounds at any time. 

Security of premises
· All external doors must be kept locked at all times and external gates closed. All internal doors and gates must be kept closed to ensure children are not able to leave the nursery unattended
· Staff, parents, visitors and students are reminded not to hold doors open or allow entry to any person, whether they know this person or not. Staff within the nursery should be the only people allowing external visitors and parents entry to the nursery

The nursery will under no circumstances tolerate any form of harassment from third parties, including visitors, towards others, including children, staff members and parents. The police may be called in these circumstances. 
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