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Setting Security Procedure
Chedworth Pre-School is committed to ensuring the Pre-School building is safe and secure before Pre-School opens for the arrival of the children and ensures that the building is locked up securely before staff leave in the afternoon. 
The  following procedure is used daily:
- On arrival the outside of the building is checked for windows or doors open.
             - When unlocking the front door, check for any signs of intrusion.   
             - Internal door unlocked for fire escape route, door alarms switched on. 
             - Whilst children arrive Manager / Deputy Manager greet children at the entrance to  the main playroom, ensuring that no unauthorised adult to enter or that no child leaves the room whilst the front door is open. Given the current guidance children are being dropped off at the front gate; parents ring the doorbell and a member of staff comes out to greet the child whilst the remaining staff stay with the children inside.
           - Once all children are in for the session and parents have left, the front door is locked. 
           - Any visiting adult signs in to our visitors book, with their time of arrival, reason for visit and time of departure. 
          - When children depart from Pre-School, the children remain sat on the carpet with a staff member until the Manager or Deputy Manager ensures that the appropriate adult has arrived for collection. In line with current guidance, children are handed over at the gate with the remaining children staying with the second member of staff.
        - Once all children have departed from Pre-School, the filing cabinet is locked, children's self-registration leaves are locked in the office, all internal doors are locked. 
       - Window's are checked to ensure that they are closed.
       - Outside door is securely locked with all gates closed as the last staff member leaves.

In the event of the children and staff being put at risk from a firearm then all staff and children will go directly to the safety of the welcome Room, where there are no external doors or windows. The emergency services would be called immediately. Everyone would remain within this space until the emergency services arrive.

If at any point the Village Hall is broken in, to the Pre-School management team are informed and attend the Village Hall to ensure that there is no breach of security to Chedworth Pre-School. OFSTED are informed of any breach of security to Chedworth Pre-School.          
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