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Security, Arrival and Departure Policy 

Aim of the Policy 
This policy is in place to ensure a secure environment at Muddy Boots, and to outline systems and protocols to be 

followed during arrival and departure of children to the nursery. 

Whilst Muddy Boots Nursery aims to be a welcoming environment for children and families, the safety and security of 

the children, team members, parents and all other visitors to the nursery must be paramount. Therefore the following 

protocols are in place in order to ensure the safety and security of the nursery. 

 The front door of the nursery automatically locks on closure. The Manager’s office at reception is usually in 

use Monday – Friday 7:30am – 6pm, where someone is available to ‘buzz’ parents and visitors into the nursery.  

 If there is no one available in the office, parents are welcome to enter the entrance porch and ring the Muddy 

Boots Nursery doorbell, and a team member will come out of the nursery and let the parent in.  

Authorised Adults to Collect 
Parents are asked to; 

 Provide Muddy Boots with details of up to three authorised adults (must be aged 16 or over) who they give 

permission to collect their child on the Registration Forms upon enrolment. 

 Provide a safe password on the Registration Forms, and supply this password to all adults who’s details are on 

the paperwork who they wish to authorise to collect their child(ren). 

 Let the nursery team know in advance if there will be a change in collection arrangements. They must describe 

the adult who is collecting to the team and let them know how long the arrangement will be in place for. They 

must also give the password to the adult they authorise to collect. 

 

Muddy Boots Nursery will; 

 Not hand any child over to anyone other than adults whom they do not recognise as the authorised collection 

contacts as stated on the Registration Forms.  

 In the event that an adult arrives to collect a child who the nursery is not expecting to collect, and is not 

recognised as an adult appearing on the Registration Forms as authorised to collect, the nursery will telephone 

the child’s parents on the phone numbers supplied on the Registration Forms, to confirm with them directly 

that the person is authorised to collect the child.  

 If an adult arrives to the nursery whom the parent has informed us about, the team will ask for the safe security 

password and see that they match the description given by the parent before allowing them to collect the 

child. 

 Please note that if a parent arrives to collect, but isn’t recognisable to the nursery team who haven’t met them 

before, even if they are named on the Registration Forms the team will need to see proof of their identity – 

an official photo ID such as a Passport or Driving License. If we are unable to confirm identity this way, we will 

call the parent/guardian who usually collects on the numbers we have in the Registration Forms to confirm 

the collection arrangements.  

 Please note that if an adult arrives who the nursery team are not expecting and do not recognise as authorised 

to collect, even if they have the password they must not be allowed to enter until the parents have been 

called and given their permission. 

No matter how persuasive or convincing a person is, team members will not let them into the 

nursery until absolutely sure they are authorised by the parent to collect the child. 

Signing In and Out 
Located in the entrance porch is a Children’s Register for each room. Parents are required to sign in their child(ren) on 

arrival and sign them out on departure. The team in the room also sign the children in and out from the rooms. 


