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POPPY PRESCHOOL 
           & OUT OF SCHOOL CLUB          
OFSTED REG: 2574429
START OF DAY ROOM PREPARATION PROCEDURE

1. Unlock main doors.

2. Switch on heating/cooling system, (if not already on) and all lights.

3. Ensure that registers for the day are in place and the children’s names are on the pegs on the walkway.

4. Carry out a general safety check and complete safety check assessment form.

5. Prepare the room for the session, e.g., suitable toys, equipment etc.

6. Staff are in place to see the children safely into the building.

7. Doors are to be opened at 9.00am for the morning session and 12.30pm for the afternoon session.

8. At start of the session lunch boxes are to be placed on the ‘lunch box’ trolley and put in the kitchen.

9. Any messages given by parents to be noted on the board by the main door.

10. Register to be counted at the start of the session and amount of children written on the board by the door.

END OF DAY BUILDING SECURITY PROCEDURE
1. All windows are to be closed and doors / fire doors checked.
2.
All heating/cooling system to be turned off.
3. All electrical items are to be switched off at the mains.
4. All lights to be switched off.

5. All taps to be turned off.

6. Room to be vacuumed/swept and toilets and kitchen area to be left in a clean condition.

7. Front door to be locked and alarm set it you the last person out of the building.
8. Last adult off the premises to secure the gate on the way out.

OUR POLICIES & PROCEDURES ARE REVIEWED ANNUALLY

